CHAPTER9
INSTRUCTIONSTO ENTER

THE FINANCIAL DATA WAREHOUSE
WEB SITE

Step 1.
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1. <Click> on your Netscape web browser or Internet Explorer.
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Step 2

2. <Type>in thelocation of the Financial Data Warehouse Web site in the Go to: bar. The

addressis NttP://fdw.usda.qoVv. press <enters.
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Step 3.

VPH-1 SecuPemote Authentication

VEN-1 Secukemote

LGttt

3. At the SecuRemote A uthentication screen you must <type> in your User | D number after
User Name. Remember: Y ou must <type> the User ID in capital letters, or you will not enter
the program successfully. <Type> in the password, which is your agency (34) and the zip code
of your location. For example Riverdale would be 3420737. Press <enter> when finished.

Step 4.

fdw.usda.gov - [JavaSeript Application]

2

4. <Click> OK on the Warning message.
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NOTE: If you were unsuccessful entering the system, you will be taken back to Step 3.

* Check to make sure your User-1D number isal in caps.

* Double check that you used the correct password.

e |fit still does not work call security because you may not be set up, or you may be using the
wrong User-ID number.

* The security contact person is Linda Stuckey at (301)734-4972.

Step 5:

5. <Sdect> by clicking on the down arrow, Animal & Plant Health Inspection Service from
the USDA pull down menu.
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Step 6:
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Financial Data Warehouse Home Page.
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6. You are now at APHIS s Financial Data Warehouse Home Page.
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CHAPTER 10
INSTRUCTIONS ON RESETTING

THE FDW PASSWORD

*  When you have had problems getting into Financial Data Warehouse web site or running a
Brio Report, the instructions are as follows:

* First run through the following set of instructions starting at step 1. Y our password expires
every month and you can’'t update the FDW password without doing these steps.

* If your expired password can't be reset then call ATAC at 1-877-944-8457 and they will
reset your password.

* After you get the new password follow the steps below. The password from ATAC isonly
valid for resetting your password on the day it isissued. You must go through these steps so
that you can run reports.

Note: Remember that you will haveto reset password every month. It will
only tell you that your password isinvalid.

Step 1.

@

WC-CvH Ink
1. <Click> onthe KC-DWH.Ink Icon on your desktop.
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VPH-1 SecuPemote Authentication

VEN-1 SecuRemote

LGttt

Fo Enter passwand fatern

2. At the SecuRemote Authentication screen you must <type> in your User ID number after
User Name. Remember: Y ou must <type> the User ID in capital letters, or you will not enter
the program successfully. <Type> in the password, which is your agency (34) and the zip code
of your location. For example Riverdale would be 3420737. Press <enter> when finished.

Step 3

VPH-1 SecuPemote

VPMN-1 Secukemote

3. <Enter> through this screen. If the wording is blue with the above message you are in the
system, if it isred you are not in the system.

NOTE: If you were unsuccessful entering the system, you will be taken back to Step 2.

Check to make sure your User ID isall in caps.
Double check that you used the correct password. It should be 34 and your local zip code.
If it still does not work call security because you may not be set up, or you may be using the
wrong User ID.
The security contact person is Linda Stuckey at (301)734-4972.
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Step 4:
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i FI NANCI AL DATA WAREHOUSE FHA KK

PASSWORD ======> ########

NEW PASSWORD ==> ######H#H#

NEW PASSWORD ==> ####H##H#H# <==== VERI FY NEW PASSWORD

TAKE SESSI ON ==>
<ENTER> PROCESS <PF1> HELP <PF2> Tl ME <PF3> END <PF4> TERM NAL <PF5> REFRESH

THE COVPUTER FRAUD AND ABUSE ACT OF 1986 PROVI DES PENALTI ES FOR UNAUTHCRI ZED
ACCESS TO FEDERAL COWPUTERS CR FOR EXCEEDI NG AUTHORI ZED PRI VI LECES.

4. <Type> your User ID and then the password your security contact person gave you or if you
are resetting your 1D use your old password. Then <type> your new 6-8 digit password where it
says New Password. Remember to typein your New Password again. We suggest that you
choose a password that matches your FFIS logon password and one that contains 1 or 2 numbers.
Press <enter>.
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COMVANDS ENVI RONVENT HELP EXIT
MODEL : LU2 -2/2E FFI S USERI D: UGSTEO2
LUNAME: TCPLOO10 TELEVI EW 4. 3 ESCAPE: Attn

COWAND ====>

Sesnum System Tag |  Application Status Remar ks / Description

1 TSOL N Avail abl e Production FFIS System L
2  OVEGAMON N Avail abl e OVEGAMON || for SYSL
3 FDW N Available FDW PRODUCTI ON - SYSL
4 FDWD N Avail abl e FDW DEVELOPMENT - SYSL
5 FDWQ N Avail abl e FDW QUALI TY ASSURANCE
6 NFC N Avail able Nat i onal Fi nance Center
7 FDW2K N Unavail abl e Y2K 2.6 TEST
8 TSOM N Avail abl e TEST FFI'S SYSTEM M

90 NEWS N Avail abl e NI TC NEWS

95 HARDCOPY N Avail able Tel eVi ew Har dcopy

99 HELP N Avail abl e Tel eView Hel p Facility

PF1= HELP PF3= END PF7= PACE UP PF8= PACE DOWN PF9= NOTEPAD PF10= ERASE NOTES

5. Once you reach this screen, you have successfully completed changing your password.
Immediately press <F3> (function key 3), and close the program down. The X on the upper
right hand corner is the easiest method to close the program.
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CHAPTER 11

FDW Reports

Report Descriptions

The fdw.usda.gov web site contains many useful reports for analyzing financial data. The
following are alist of reports, the report information, and the status.

SPENDING REPORTS:

> Accounting Code Summary by BOC (ACSB) shows the Current Month
Obligations, Quarter to Date Obligations, Y ear to Date Obligations, and FY 2001 to Date
Obligations sorted by Mg or Budget Object Class (BOC) for each program you select. This
report replaced the old A1 Report in CAS.

QUIRK: The user must pull the latest closed month at atime to get the year to date balance
for a chosen month.

STATUS:. The Project to date field does not currently work. Also this report can not be
used for prior year analysis because the amounts are overstated by the Beginning Balance
(BB) documents.

> The Detail Transaction Report (DTR) givesadetail list of all transactions occurring
during a specified time period (except those processing from the Payroll Accounting System
(PACs) feeder). The report subtotals on BOC, Mg or BOC and Program.

QUIRKS: Payroll from the PACS feeder system is not on the DTR. PACS rolls the amounts
to ahigher level and does not give you the detail on each transaction. The DTR contains all
BOC' s greater then 1000 except for anything coming through the PACS system.

The DTR will show any BOC greater than 1100 that comes from any feeder system other
than PACS. If you add the amounts in BOC 1100-1200 from the DTR and the Detail

Payroll Register by Employee (DPR1), it should add up to the Accounting Code Summary by
BOC (ACS1) minusthe BOC 1199. BOC 1199 is an estimate/accrual of payroll and
reverses out at the next accounting period.

The DTR does have document date and sorts the information in the report by these dates.
Note: Revenue appears on a separate report under Collections.

STATUS: The DTR has no problems at thistime.
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> The Detail Transaction Report by Document Date (DTRDD) gives adetail list
of all transactions occurring during a specified time period (except those processing from the
Payroll Accounting System (PACs) feeder). The report is the same asthe DTR except that
Feeder System has been removed and Document is printed on the report. The report
subtotals on BOC, Mg or BOC and Program.

QUIRKS: You must choose either one or more Fiscal Month(s) or choose two Document
Dates to get everything between those dates. Y ou can ignore either Fiscal Month or
Document Date but you must choose one of these.

STATUS: The DTRDD has no problems at this time.

> TheTravel Report Summarized by Traveler’s Name (TRSTN) gives a detail
list of all travel transactions occurring during a specified time period. The report subtotals on
Document Number and Program. The report tells you who traveled and when. If the person
has traveled on multiple trips during the month, the report will show you each travel date and
the total for those dates.

QUIRKS: Thisreport does not contain VADERS transactions or relocations.

STATUS: The TRSTN has no problems at this time.

> The Obligation Summary Report (OSR) pulls summary data, which includes
Revenue, Reimbursements, YTD Obligations, and Y TD Disbursements, grouped by Program
and Mgor BOC. Thisreport shows all Collections and Accounts Receivables. The OSR
subtotals on Reporting Category, Fund and Division. This report replaced the OBSUM
report in CAS.

QUIRK: Must pull only one month at atime. Also remember the BOC 1199 isincluded in
the Mgor BOC 1100. BOC 1199 is an estimate/accrual of payroll and reverses out at the
next accounting period.

STATUS: The OSR can’t be pulled for more then one FY. Y our information will be
overstated by the Beginning Balance which isin period 00 for prior BFY. Thereisa OSR
for prior year analysis available from the BEST team. The report removes the Beginning
Balances and gives you a clear picture of your prior year obligations.

> The Status of Funds Extract (SOF) isareport used by the status of funds' system that
many programs are using. If you aren’t using the SOF program, you won’t need this report.

QUIRK: Can pull al Budget Fiscal Y ears but the SOF system will only download the
current budget fiscal year because it doesn’t process prior BFY information. The report will
not show the negative sign on the hours. The hours have the same sign as the money.
Negative money usually has zero hours.

STATUS: The SOF extract has no problems at thistime.
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» The Unliquidated Obligations History Report (UOH) shows obligations and
payments made for documents that still have an open or unliquidated amount. The UOH
replaced the Contract Payment History report.

QUIRK: You need to know your transaction codes to use the report effectively.

STATUS. The UOH isbeing worked on. A new updated version will be available that
allows you to see Purchase Orders Type 40 on a separate report. It currently does not
correctly reflect the processing of GA, EA and VA documents on 40 type purchase orders.
They are not properly liquidating each other. If you have a DTR that does not match your
UOH, the DTR is more accurate in showing disbursement status.

PAYROLL REPORTS:

> The Payroll Report by Pay Period (PRPP) shows each employee by pay period and
sub totaled by hours, regular pay, other pay, overtime, differential and benefits. The grand
total amount paid by the agency is totaled by person by pay period. The report istotaled by
Org. Level 1 and Budget FY.

QUIRK: The PRPP only shows payroll activity processed in the PACS System. The report
does not include Foreign Service allowances processed though Minneapolis and International
Services VADR's, for example. If you want certain Pay Periods then ignore the month and
select the pay periods. If you want all activity that has happened within a month then select
the month and ignore the Pay Period. Thiswill give you all the corrected T& A’ s that were
done in the accounting period.

STATUS: The PRPP has no problems at thistime.

> The Payroll Report by SSN and BOC (PRSB) gives a breakout of salaries and
benefits by BOC, sub-totaled by hours, regular pay, other pay, overtime, differential and

benefits. This report allows you to query on SSN, so you can ook up just the people you
need.

QUIRK: The PRSB alowsyou to look at PP20 in FY 2000. If you want certain Pay Periods
for each employee then ignore the month and select the pay periods. If you want al activity
that has happened within a month then select the month and ignore the Pay Period. Thiswill
give you al the corrected T& A’ s that were done in the accounting period.

STATUS: The PRSB has no problems at this time.

> ThePayroll Report by Name and Pay Period (PRSNP) shows an employee and
al pay period corresponding to him/her, sub totaled by hours, regular pay, other pay,
overtime, differential and benefits. The grand total amount paid by the agency is totaled by
person by pay period. The report istotaled by Org. Level 1 and Budget FY.

QUIRK: The PRSNP only shows payroll activity processed in the PACS System. The
report does not include Foreign Service allowances processed though Minneapolis and
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International Services VADR's, for example. If you want certain Pay Periods then ignore
the month and select the pay periods. If you want all activity that has happened within a
month then select the month and ignore the Pay Period. Thiswill give you all the corrected
T&A’sthat were done in the accounting period.

STATUS: The PRSNP has no problems at this time.

Note: The Payroll report headers contains the following BOC's:

Regular Pay is BOC 1100 through 1149 and 1181.

Overtime is BOC 1170 through 1180.

Differential is BOC 1160 through 1169, 1192, and 1182.

Benefits are BOC 1200 through 1298 and 1300 through 1399.

Other Pay is BOC 1150 through 1159, 1183 through 1198, 1400 through
1499, and 1000.

ACCOUNTSRECEIVABLE REPORTS:

>

Aged Recelvables by Vendor Code (ARVC) Thisreport tracks delinquent debt
information by vendor code. The report is utilized by the Accounts Receivable Team to
identify debtors that may need special emphasis

Aged Recelvables by Vendor Name (ARVN) This report tracks delinquent debt
information by vendor name. The report is utilized by the Accounts Receivable Team to
reveal debtors that may need special emphasis. It is sorted by vendor name for distribution to
the debt management specialist responsible for monitoring the account(s).

Appeals Report by Location (APRL) This report tracks billing documents that are in
appeal status. It is sorted by location and is distributed to the field office responsible for
reconciling the disputed document(s).

Appeals Report by Vendor (APRV) This report tracks billing documents that are in
appeal status. It is sorted by vendor name for distribution to the debt management specialist
responsible for monitoring the account

Cash ReceiptsInquiry (CRI) Thisreport tracks information of a payment based on the
check number, bank account number, or dollar amount of the check as provided by a vendor.

Credit Balances Report by Vendor Code (CBRVC) Thisreport identifies vendors
that have a credit balance on their account. The Accounts Recelvable Team uses this
information to further identify accounts in need of reconciliation or possible refund.

Credit Balances Report by Vendor Name (CBRVN) This report identifies
vendors that have a credit balance on their account. The Accounts Receivable Team uses this
information to further identify accounts in need of reconciliation or possible refund. The
report is sorted by vendor name for distribution to the debt management specialist
responsible for monitoring the account.
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» Open Principle and Finance Charges (OPFC) This report provides a current
account summary of all open billing documents and finance charges owed by avendor. The
report can be run by AR Type and sorted by either vendor code or vendor name.

STATUS: The OPFC is not available at this time.

> Vendor Account Activity (VAA) Thisreport provides asummary of al activity for a
vendor during a specified period of time. The Accounts Receivable Team utilizes this report
to assist in reconciling accounts

COLLECTION REPORTS:

» AQI Collections (AQI)

STATUS: The AQI report is currently unavailable.

> Daily Collections (DC) givesalist of collections made during the fiscal year between
two dates regardless of budget fiscal year.

QUIRK: The DC may not have the two dates to select so you have to type in the two dates
with a comma separating them. Pay close attention to the Accounting Code column to
know which Budget Fiscal Y ear the account is referring.

STATUS: The DC has no problems at this time.

> Revenue Reimbursables Detail Report (RRDR) givesalist of al transactions that
are either Collected Reimbursable/Revenue and/or Receivable Revenue/Rembursable.

QUIRK: The RRDR will only show transactions that have been collected or set up asa
receivable (billed). If that has not occurred, no data will show up on the report. Remember,
if you are looking for the obligations, you must go to the DTR.

The RRDR on the web does not contain TC “NO”, which are refunds for canceled orders.
These documents are data entered by Minneapolis. The BEST team currently has a report
that pulls this information and this change will be made to the report on the web.

STATUS:. The RRDR does not contain Transaction Code NO. Therefore your revenue will
be overstated if your program code contains these types of transactions.

> The APHIS Revenue/Reimbursable Report Summary by Month (ARRYS)
shows Monthly Obligations, Monthly Collected Reimbursements, Monthly Collected
Revenue, Monthly Receivable Revenue, and Monthly Receivable Reimbursable by program.
The report is subtotaled by Reporting Code, Org Level 1, and Fund.

QUIRK: The ARRS report is amonthly report. 1f you want Year to Date you should
choose all months. The report does not contain NO documents so the summary is overstated
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>

by that amount. This change will have to be done by NFC and will entail an enhancement to
the system.

STATUS: The ARRS has no problems at thistime.

Note: The ARRS and the RRDR (revenue/reimb) reports contains al the BOC’s from 0001
through 0999.

GENERAL LEDGER:

Trial Balance (TRBL) Thisreport is used by accountants in the Financial Management
Division but is available to al users. The report shows the financial amounts hitting the
different General Ledger accounts by Treasury Symbol.

QUIRK: The TRBL report was designed for high level Agency reporting and has no details.

STATUS: The TRBL is currently being worked on, it works fine but it is being updated.

OTHER:

The Accounting Code Summary Allocation/Funds Availability (AFA) shows
the Allocation amount, Y TD Collections and Receivables, Y TD Obligations, and
Availability (Unobligated Balance) by Treasury symbol. The report can be run for one
program code, afund and/or a division.

QUIRK: The AFA report was designed for high level Agency reporting and has no details.

STATUS: The AFA has no problems at thistime.

The T1 AreaTrust - Reimbursement Fund Statement (TRPR) gives
information that was on the old T1 report in CAS.

STATUS: An Alternative reporting system is under development.

The T2 Area Trust Summary (TRSR) givesinformation that was on the old T2
report in CAS.

STATUS: An Alternative reporting system is under development.
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E-mailed only:

These reports were sent out in the past year by eemail. If you did not receive the email and want
acopy of one of these reports, please contact Stacye Teachman at 301-734-8251.

>
>

YV V V

UTVN contains all the utility charges.

Unliquidated Obligation Certification report issimilar to the old Contract
Payment History Report.

MO/DD Report that only shows these types of Transaction Codes.

TELE Report contains all the telephone charges with account numbers referenced.
NORRDR contains only Transaction Code NO, Trans Type RA and RR which

are canceled/refunded revenue.
Summarized OSR alows you to run one BFY and see al obligations across Fiscal Years
without the Closing Entries (CE) and Beginning Balances(BB).
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DETAIL TRANSACTION REPORT (DTR)
INSTRUCTIONS

* Follow the instructions on accessing the web site using “INSTRUCTIONS TO ENTER
FINANCIAL DATA WAREHOUSE WEB SITE”.

* Thereport you will be pulling of the web is similar to the Detail Transaction Report used in
the old financial system. The report is web based and you will be updating the data every
time you pull the report. The database is updated nightly, so theoretically you can run this
report every day to see what transactions have hit since the last cycle.

Step 1.

# APHIS Home Page - Metscape

Fila Edt %ew Go Communicator Help

. ] # 4 % = | = ¢ = 5. |1 e
i Bedk famen Relosd Home Bemrch  Hetscape  Prind Secuiity Shop Stop

i Backmaks B LaBSEA o ) o veita oy produstionaphisfagtishoreitn @0

Welcome to the Animal ard Plant Health Inspection Service
Financial Data Warehouse Home Page.

gt =
AT\JI\I AL AMILE I-.r APT HE ALTH l.- CPECTIOS 5',“'\-"( E

FLEASE CLICK UPDATES FOR INFORMATICON ON RECENT CHANGES

Please select a Repott Category ar a Mavigation Icon.

Choose Report Category &+
Choose Report Category

H Accounts Receivable Reports
Collection Reports

SIS General Ledger Reports

@

Updates

Do you have guestions about FFIS or tO;he;"R;goﬂ:s the FFIS Implementation Team
Members: L .
Giana N TR e Spending Reports
_ Jowers  Stuckey §1zaj0pdng  Hemsley gq2.370.0156 =l
ﬂ'Hi'-I [Deoumant: tone Sik N 0T cE ]

Start| | # [ 47 || Moroichen | 22105 [[EEAPHIS HL. §fvord P | comrolF | | Cad eSS b 2asem

1. <Click> on “Spending Reports’. Thisiswhere the Detail Transaction Report (DTR) is
located.
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¥ Spending Reports - Hetscape

File Edit View Go Communicator Help

1 4 2 3 X = =TT B
Back Fonward  Reload Home Search  Netscape Frint Security Shop Stop
7w Bookmarks & Location:|htp://fdw.usda.gov/ production/aphis/s-agency.htm -] & What's Related

Spending Reports

IACSB |Accounting Code Summary by BOC
DTR
IOSR  [Obligation Summary Report

ISOF  [Status of Funds Extract

JUOH  |Unliquidated Obligations History Report

Home  Accounts Receivable Collections General Ledger Other Payroll

FOR AUTHORIZED USE ONLY

& FB=] [Bocument: Bane = E N L

2. <Click> on the Detail Transaction Report. Thiswill automatic load your Brio plug-in
application. You will either have Brio Quickview or Insight.
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Netscape or Explorer
toolbar only use to
access the web.

|..[N._

BETETEFETTT LTI 11 ICIEE
|—'| FMEIEEIEg%!ﬁ“"—’“&—’“

Process Button.

Brio set of toolbars.

The ones you want to

be using when

accessing Brio.

Mo results set available, report has not been calculated.
]
[ [~

Report Groupl(Resuwits): Begin Budget Fy [= Table Dimensions: To see table dimension columns, click on g table in [=
Report Groyp2(Results). Fiscal Year _ QL ranor =
Report Groyp3(Reswis): Fund F Table Facts: To see table fact columns, click on a table in your report F
Peoor Groundifesuitsl- Division

3. <Click> on the Process button on the second set of tool bars. Thefirst set of tool bars are to
run Netscape and the second set is for the Brio program. From this point on all Buttons
discussed will be the ones for Brio.

Step 4.

Wh34p390.0ce

HostUser |L sttt ok, |
Hoszt Pazsword I’“"“"“‘" Cancel |
Select |

4. You will then have to connect to warehouse. At the “Host User” <type> in your User 1D
number. At the“Host Password” <type> your password for the Data warehouse. Press
<enter> when finished. (The password you modified at the Kansas City Warehouse.)
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Step 5:

Limit: Fiscal Year

5. <Click> on the year. <Click> OK buttons. Fiscal Year 2002 will give you al documents that
ran in the current year. You will receive prior year information that was paid during this Fiscal
Year.

Step 6:

Limit: Fiscal Month

—

I | ——
ot 3

—

6. Select the months or months desired. <Click> on the month, and <click> on the OK button.
Picking one month will give the data for that month only. Remember in this system month one
is October, month two is November etc.. until month twelve which is September. To <click>
more than one item use the shift key which highlights one continuous group or use the Control
(CTRL) key which alows you to pick up non consecutive items.



Step 7:

Limit: Org Level 1

.

CNot [-Ews ] Cance |
)

-
-

7. Inreporting Org Level 1 <click> on your division or region. <Click> on the OK button.
Note: You can add organizations, Org Level 1 or Org Level 2 if the one you need is not
listed. Simply enter the 4-digit organization codein the box abovethelist of codes. Click
on the check mark to select the organization. Click <OK>

Step 8:

Limit: Org Level 2

8. <Click> on your Reporting Org 2 which isyour Branch or Area/State. <Click> on the OK
button.

Note: you can also use the Ignore button if you don’t want to specify to thislevel. Support
Units should <click> Ignore.
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Limit: Organization

.

CNot [-Ews ] Cance |
e

9. <Click> on the Organization and <click> on the OK button. (Middle 4 digits of the
program (accounting) code.)

Step 10:

Limit: Program {Accounting code)

.

b2 I
52340504
523405030
523408030
523501030
5235M 251
523502030

10. <Click> on the Program(s) which is the Accounting code minus the Budget Fiscal Y ear.
<Click> on the OK button.

Note: you can also use the Ignore button if you don’t want to specify to thislevel if you are
choosing mor e than one program code.
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LI IEEEIP R R E

RUN DATE: 01/12/01
REFPORT: DTR

UNITED STATES DEPARTMENT OF AGRICULTURE
ANIMAL AND PLANT HEALTH INSPECTION SERVICE
DETAIL TRANSACTION REGISTER

PERIOD ENDING: 2, 2001

Begin Budget FYy: 1993

Fund: 51

Division: 1

QFFICE OF THE ADMINISTRATI

Org Level 1: 1000

Org Level 20 1001

1001

Org Level 3.

Report Groupl(Resuwits): Begin Budget Fy
Report Groyp2(Results). Fiscal Year

Report Groyp3(Reswis): Fund
o bl i

11. You have successfully pulled up aDTR.

Locurment Mumber # gro * Heterence Into #Bndn
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PAYROLL REPORT BY PAY PERIOD (PRPP)
INSTRUCTIONS

* Follow the instructions on accessing the web site using “INSTRUCTIONS TO ENTER
FINANCIAL DATA WAREHOUSE WEB SITE”.

* Thereport isweb based and the data updates every time you run the report. The database is
updated nightly, but payroll isrun only every 2 weeks.

#{ APHIS Heme Page - Hetzcaps
File Edt %o fo Jonmonicotor Help

- @ A A = @ 3 & @ @ m
i Bek Furien: Belosd Home Semch Melzcape  Prnl Smauiity Shap Siop
i ¥ Bookmaks & Locetion ]

] 2" Wehats Rl

S

Welcome to the Animal and Plant Health Inspection Service
Financial Data Warehouse Home Page.

a*-. s & Ct®

? -
quNI"-"I-"\-L AL I LAMT HI.-\I.TII IH!-!‘L CTie E'l’ RVICE

PLEASE CLICK UPDATES FOR INFORMATION ON RECENT CHANGES

Please select a Report Category or a Mavigation lcon.

|Choose Report Category =]

Choose Report Category

. Accounts Receivable Reports
Collection Reports

Sl Seneral Ledger Reports

Do you have questions about FFIS or L amcs Sohans

&

Up=latas

the FFIS Implementation Team

T R Payroll Reports B
Giana Linds Ry Matte>PEnding
Jowers Stuckey Fizajozand  Hensley  gq2.370.2158 ]
e AN TAA ES A e s, e - SATATO A0S
= | [Bocurart: Bone : 3

Step 1.

1. <Click>on “Payroll Reports’. Thisiswhere the Payroll Report by Pay Period (PRPP) is
located.
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¥ Payroll Reports - Netscape

File Edit View Go Communicator Help

1 4 2 3 X = =TT B
Back Fonward  Reload Home Search  Netscape Frint Security Shop Stop
| w Bookmarks & Location:|htp://fdw usda.gov/praduction/aphis/p-agency him -] & What's Related

Payroll Reports

[PRSB  [Payroll Report by SSN and BOC

Home Accounts Receivable Collections General Ledger Other Spending

FOR AUTHORIZED USE ONLY

===

[t tpe s fw nzda.gov/productions aphis/ 34pmrpp bay =Sl W LB . el |

2. <Click> on the Payroll Report by Pay Period. Thiswill automatically load your Brio plug-
in application. You will either have Brio Quickview or Insight.

Note: There are two Payroll reports. the Payroll Report by Pay Period (PRPP) and the
Payroll Report by SSN and BOC (PRSB).

89



Netscape or Explorer
toolbar only useto
access the web.

‘|: §9 > ‘mi-

FPRPP

Process Button.

Brio set of toolbars.
The ones you want to
be using when
accessing Brio.

Na results sat awvailable, raport has nat been caculated

B R R P T T R I A T S T A T R e A A R o
L e N S o L N N e B N N B

3. <Click> on the Process button on the second set of tool bars. The first set of tool bars are to
run Netscape and the second set is for the Brio program. From this point on al Buttons
discussed will be the ones for Brio.

Step 4:

Wh34p390.0ce

4. You will then have to connect to warehouse. At the “Host User” <type> in your User 1D
number. At the “Host Password” <type> your password for the Data warehouse. Press
<enter> when finished.




Step 5:

Limit: Fscal Year

o
Focalvesr |1

2000 Al
-

2001

5. <Click> onthe year. <Click> OK buttons.

Step 6:

Limit: Fscal Month

6. We recommend that you <Click> Ignore here if you are going to be selecting pay periods.
Y ou must select either months or pay periods. If you choose to select a month, <click> the
months or months desired, and <click> on the OK button.
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Step 7:

Limit: Pay Period Proceszed

7. <Click> on the Pay Period Processed. <Click> on the OK button. If you choseto select a
month, remember that your month and pay period should match up or you will not pull up any
data. To <click> more than one item use the shift key which highlights one continuous group or
use the Control (CTRL) key which allows you to pick up non consecutive items.

Limit: Org Level 1

8. Inreporting Org Level 1 <click> on your division or region. <Click> on the OK button.
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Limit: Org Level 2

9. <Click> on your Reporting Org 2 which isyour Branch or Area/State. <Click> on the OK
button.

Note: you can also use the Ignore button if you don’t want to specify to thislevel. Support
Units should <click> Ignore.

Step 10:

Limit: Organization

-Equsl o]
XAgr——

0101

=
-

10. <Click> onthe Organization and <click> on the OK button. (Middle 4 digits of the
program (accounting) code.)
Note: you can also use the Ignore button if you don’t want to specify to thislevel.
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Step 11:

Limit: Program

]
ot e ]| Gonsel |

523403030

——
—

11. <Click> on the Program(s) which is the Accounting code minus the Budget Fiscal Y ear.
<Click> on the OK button.

Note: you can also use the I gnore button if you don’t want to specify to thislevel if you are
choosing mor e than one program code.

FRPP

REPORT NAME: PRPP
RUN DATE:  04/10/01 11:37 Al

UNITED STATES DEPARTMENT
ANIMAL AND PLANT HEALTH INSP
PAYROLL REPORT BY PA

PAY PERIOD PROCESSED: 02

Begin Budget FY: 2001 Fiscal Year: 2001

Org Level 1: 3400 Org Level 2. 3403

Hours Regular Pay Other Pay

12. You have successfully pulled up a PRPP.
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ACCOUNTING CODE SUMMARY BY BOC (ACSB)
INSTRUCTIONS

Follow the instructions on accessing the web site using “INSTRUCTIONS TO ENTER
FINANCIAL DATA WAREHOUSE WEB SITE”.

* Thereport isweb based and the data updates every time you run the report. The database is
updated nightly, so theoretically you can run this report every day to see what transactions
have hit since the last cycle.

# APHIS Home Page - Metscape

Fila Edt %ew Go Communicator Help

. ] # 4 % = | = ¢ = 5. |1 e
i Bedk famen Relosd Home Bemrch  Hetscape  Prind Secuiity Shop Stop

i Hackmake B LASHER(rin e vs e g prodcion/sptis aahishoms fin

Welcome to the Animal ard Plant Health Inspection Service
Financial Data Warehouse Home Page.
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AT\JI\-I-‘I. AL H..-".P‘r HE.-\III-I FISPECTIORN bLH\-‘I( E

FLEASE CLICK UPDATES FOR INFORMATICON ON RECENT CHANGES

Please select a Repott Category ar a Mavigation Icon.

Choose Report Category &+
Choose Report Category

H Accounts Receivable Reports
Collection Reports

SIS General Ledger Reports

Other Reports
Do you have guestions about FFIS or t Pavroll Renorts

@

Updates

the FFIS Implementation Team

Members: - . |
Giana N TR e Spending Reports
_ Jowers  Stuckey §1zaj0pdng  Hemsley gq2.370.0156 =l
= | |Dooument: Dione SR

hstart] | W F 47 || Moeichen | 22109 [ [[EEAPHISHL §verd P | scomolF | | tad i aE e b asem

Step 1.

1. <Click> on “Spending Reports’. Thisiswhere the Accounting Code Summary by BOC
(ACSB) is located.
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File Edit “iew Go Communicator Help

I T RS S 3 & O @ #
Back Forvard  Feload Home Search MNetscape Frint Security Shop Stap
4 i Bookmarks £ Location:|hup: jfdw.usda.gov/ productionfaphis/s-agency.htm -] €917 What's Related

Spending Reports

ACSB
DTR IDetail Transaction Report

IOSR  [Obligation Summary Report

ISOF  [Status of Funds Extract

IUOH  |Unliguidated Obligations History Report

Home Accounts Receivable Collections General Ledger Other Payroll

FOR AUTHORIZED USE ONLY
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2. <Click> on the Accounting Code Summary by BOC. Thiswill automatically load your
Brioplug-in application. You will either have Brio Quickview or Insight.
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Netscape or Explorer
toolbar only useto
access the web.

Process Button.
Brio set of toolbars.

The ones you want to
be using when

accessing Brio.

Mo results seb gvalabla, report has not besn calkulatad,
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Report Grouerd(Reauka): Fiscal Year = |
vt Grouerd 2{Fesad e BFY' * Pragram
Repart Gy ({Aosutel: BOC Sarios

LH =i B

3. <Click> on the Process button on the second set of tool bars. Thefirst set of tool bars are to
run Netscape and the second set is for the Brio program. From this point on al Buttons
discussed will be the ones for Brio.

Step 4:

Wh34p390.0ce

e
—

4. You will then have to connect to warehouse. At the “Host User” <type> in your User 1D
number. At the “Host Password” <type> your password for the Data warehouse. Press
<enter> when finished. (The password you modified at the Kansas City Warehouse.)
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Limit: Fiscal Year

2000

20071

5. <Click> on the year. <Click> OK buttons. Fisca Y ear 2001 will give you all documents that
ran in the current year. Y ou will receive prior year information that was paid during this Fiscal
Year.

Limit: Fiscal Month

6. <Click> on the month, and <click> on the OK button.

Note: Thisreport givesyou a cumulative Year to Date amount therefore
selecting mor e than one month will cause double or triple the amountsto

appear.
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Limit: Org Level 1

o
Nt [Ewe ]| Cancel |

XA
—T

3400

7. Inreporting Org Level 1 <click> on your division or region. <Click> on the OK button.

Step 8:

Limit: Org Level 2

8. <Click> on your Reporting Org 2 which is your Branch or Area/State. <Click> on the OK
button.

Note: you can also use the Ignore button if you don’t want to specify to thislevel. Support
Units should <click> Ignore.
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Limit: Organization

9. <Click> on the Organization and <click> on the OK button. (Middle 4 digits of the program
(accounting) code.)
Note: you can also use the Ignore button if you don’t want to specify to thislevel.

Step 10:

Limit: Program

10. <Click> onthe Program(s) which is the Accounting code minus the Budget Fiscal Y ear.
<Click> on the OK button.
Note: you can also use the Ignore button if you don’t want to specify to thislevel.
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REPORT: ACSB UNITED STATES DEPARTMENT OF AGRICULTURE

RUN DATE: DA08/04 03-57 PM ANIMAL AND PLANT HEALTH INSFECTION SERVICE
ACCOUNTING CODE SUMMARY BY BOC

PERIDD ENDING § 2001 — Margh 2001 {OFEN)

g
|
I

-
-

S T

2

BFY Program BEOS BOC Mame Current Month Cuarter to Date
Obligatians Obligations

1] '523@3[}(}& | 11 _EB F"r'_IJ__EI__rtp-M-WﬁEE EIQAHD FI'F'_ L':I:I:II'] _EI _ﬂli?_:
00 | 525405030 1121 | BS Py US MOWWGE FLL TIME TEMP 00 000

00 SE%4050%0 11371 | BS Py US MOMNWG BROPRT TIME | 000 000 |

| 573403020 | 1153 | OTHER AWARDS | 0.oo oo

1| 523408030 | | FAYROLL ESTMATE - SALARTY | ~I0458 79 2045079 |
Major BOC 11 Total: =245 79

=
=

St EAL,

1

11. You have successfully pulled up a ACSB.

If no information is retrieved:
* Make sure your Organization falls under the Org Level 1 that you have chosen.
* |f you entered Org Level 2, make sure that it falls under the Org Level 1 aswell.
* |If no spending has occurred in the data as you requested it, the ACSB will be undefined.
To validate that spending has occurred in a program code you can go into FFIS SASP
table.
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Payroll Analysis

When looking at a payroll report you must consider many aspects:

1. First, you must run a Accounting Code Summary by BOC report (ACSB) for the month in
guestion. Thiswill give you the month to date and year to date activity for a given program code
and indicated month.

2. Second, run a Detail Transaction Report (DTR) for that same month. Thiswill show you the
payroll transactions that did not process in the Payroll Accounting System (PACS).

3. Third, run aPayroll Report by Pay Period Report (PRPP) for the pay periods you know that
should be charged for that month. Thiswill show you the PACS transactions. Y ou must run the
report by pay periods and ignore the month.

* Takeinto consideration the months where the pay period was accrued in one month and not
paid until the next but shows up in the prior months ACSB. (Check out M-Cycle below for more
information on this topic.) If the “M” Cycle pay periods are in the ACSB you must pull them
into your payroll report.

4. Now verify payroll to make sure it matches your ACSB. Y ou must total your 1100's and
1200’ sin the DTR plus the amounts from your Payroll report (PRSB). They should match
unless a corrected TA occurred which may have been in the Payroll report but really hit the
accounting system in the following month or a prior month.

In Summary: you can use this verification method to account for one month or any
amount of months.

A) Add DTR 1100's and 1200’ s for a month

B) Plusthe pay periods accrued in the month (double check that you are pulling al Pay
Periods that could have hit.)

C) Minusany pay period adjustments that really hit in a prior or future month.

D) Equalsyour total for that month.

Hint: Sometimes the best way to check isto add up all your numbers and see what the
difference is between ACSB and the DTR plus the payroll report if it isthe same asthe T& A
adjustments you will know they hit in a different month.

5. Spot Awards

Another aspect of the Payroll system is the convenience check for spot awards. Thisis not an
option for spot awards in FY 2002.

102



First, the check isissued from a PCMS card, the card holder obligates/reconciles to object class
1406. It appears on the detail report because thisis through the PCM S system and not the PACS
system.

Second, the person issuing the award, sends a copy to Minneapolis, Personnel for processing.
They process, which determines the benefits and taxes. This appears on the payroll reports. 1t
also creates a credit to object class 1406 and debits 1152/3 for the total amount. The OOPS s
that the Payroll reports do not show object class 1406. Therefore, we can not see the reversal on
any reports, just the summary.

APHIS probably doesn't need to change the report since the spot award processing has been
changed beginning September 29, 2001.

6. M-Cycle Payroll

An"M Cycle" iswhen apay period runs in one accounting period (or month) and pays in the
next month. These cycles occur infrequently during the year. In FY 2001, pay period 5, 16, and
18 were M Cycles. In FY 2002, pay periods 5 and 16 were M Cycles. In FY 2003, NFC
adjusted processing cycles so that M Cycles ceased to exist.

Pay period 5 payroll ran March 31. Expended Authority-unpaid posted to the journal for March.
(That is general ledger account 4901, for those who care). Payroll for pay period 5 was paid in
April. So, expended authority-unpaid was reversed and expended authority-paid (G/L account
4902) posted to the journal in April. The Expended Authority-Paid transaction (PY in FFIS
lingo) is the transaction associated with the detail posting to the warehouse.

In this example ACSB summary shows up on your Y TD report in March and showed up on your
detailed report (DTR) in April.

To complicate matters, FY 2001 pay period 18 ran in one accounting period, in one Fiscal year

(2001) (it ran September 29, 2001), but paid in the next accounting period, which happensto be
in the next fiscal year FY 2002!
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CHAPTER 12
BRIO INSIGHT/QUICKVIEW

PRINTING REPORTS

If you have questions on downloading a report and processing a report please see the report
instructions.
If the first page prints out small, click into the body of the report and then reprint.

¥ Netscape

IV‘EIE.IEIEEEIE CREP

UNMITED STATES DEPARTMENT OF AGRICULTURE
ANIMAL AND PLANT HEALTH INSPECTION SERVICE
DETAIL TRANSACTION REGISTER
PERIOD ENDING: 2, 2001

RUN DATE: 0141201
REFORT: DTR

Begin Budget FY
Fund: 51

Division: 1
Org Level 1:

1999

OFFICE OF THE ADMINISTRAT(

1000

1001
1001

Org Level 2-
Org Level 3.

Undelive™

Report Groupl(Reswits): Begin Budget Fy
Report Groyp2(Results). Fiscal Year
Reporf GroupS{F‘esurtsj Fund

nio *endo

endorMame
Table Facts: Undelvered Orders L Expended Authority

=
N
=]
—

Step 1.

1. After Processing a Report you will want to print out acopy. <Click> on the Print icon on
the second set of tool bars. The first set of tool bars are to run Netscape and the second set is for

the Brio program.
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2. <Click> the OK button if you wish to print the complete report -- or indicate the pages you
wish to print and then <Click> OK.
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SAVING A QUERY WITH RESULTS

Y ou would use this to send a user viaan e-mail a copy of the report they need without the
person running the report them self. All the person needs is either Brio Quickview or Brio
Insight to view areport and print it off.

Note: A uncompilied report can be sent this way, a Quickview User and Insight User can
view it but can’t run the report.

Step 1. Run the report with the criteria of the person who will be receiving the data.

0.00 Report Groupd Fook

ot Grodpd Footer: (Re.
0,00 |

6.20 Report Groupd Fook

2ot Groupd Footer: (Re.

“'sﬁeparf Graupd Footer: (1

5
D’ Graphics
EH #Fields

Query SOL
Page Number
Murnber of Pages Lo . ) FOR OFFICIAL USE ONLY
Page of ¥ { Unlizuidated Obligations plos Expenided Amount souals Obligations. Fayroll from the PACS system is not included on the DTRDD.
Last Saved i Unliguidated Oblisations = Coods/Services that have not been paid and/or delivered. Expended Amount = Coods/Services that have been paid and de
Last Printed

-3 Date

5 Time

"5 Date & Time B

I3 Date How e . ) et Fy

_ ;:’: E?F::ne Now Repart Group3(Resuits) Fun.d.

31 File Name Report Groupf(Resuits): Division

File Path Report Groupé(Reswits): Reporting Org 1
- File Pal

2. Goto File, Save Optionsand <click> on Save Query Results with Document.

106



Save Query Results With Document

Bl RBesults

0.00 Report Groupd Foo
ot Grodpd Footer: (Re.
0.00]

6.20 Report Groupd Foo
2ot Groupd Footer: (Re.
“'sﬁeparf Graupd Footer: (1

HCal Fiedds
I Field
E
“I=8 Result Linit
Query SOL
Page Number
Murnber of Pages Lo . ) FOR OFFICIAL USE ONLY
Page of ¥ { Unlizuidated Obligations plos Expenided Amount souals Obligations. Fayroll from the PACS system is not included on the DTRDD.
Last Saved i Unliguidated Oblisations = Coods/Services that have not been paid and/or delivered. Expended Amount = Coods/Services that have been paid and de

Last Printed

-[E Date & Time

~[ Date Mow
_ Report Group{(Resuts): Begin Budget Fy + Fiscal Year Table Dimensions: Program + Boc * Transaction Code * Document Date +

Repaort Growp3(Reswits). Fund Daocument Mumber + Reference Info + Yendor Caode + Yendar Mame

: i [RenarticicndResaris g0 s on Tabte Facts: Undelivered Orders + Expended ltems
?:E game Report Groupé(Reswits): Reporting Org 1
- File Pal

4. Got to File, Save Options, and <click> on Compress Document. Thiswill leave a
checkmark by Compressed Document. This option makes the document smaller which isan
important option when you' re sending this to people on RDL.
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Step 5:

5. Got to File, and <click> on Save As.

%% BrioQuery - Arrs darlene report
@ File Edit Miew Insert Format Report Tools Window Help

b -5 -a <2555 Qzm -

J I’ Mew... Ctrl+M
— DOpen.. Cirl+0
J [ Close Citrl

if|n=]

SavE

Process v|§>’|<:= = |®

Save Options

Open from Repository

Schedule r
Import Data File 3
Export

Cocument Scripts...

* bom1 01:35 PM

UNITED STATES DEPARTMENT OF AGRICULTURE
ANIMAL AND PLANT HEALTH INSPECTION SERVICE
REVENUE'REIMBURSABLE REPORT SUMMARY BY PROGRAM

PERIOD ENDING 8 2001 - May 2001 (CLOSED)

N from report groups or tables here
=

Fage Seiup
Erint Brewigy; b7
Frint... Cirl+P
Menue Monthhy Monthhy Monthhy Monthhy
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2 cWWINDCWEITEMPI4RRDR. BGY
2 CWIND OWEITEMPA4DTR BGY D193 0.00 0.00 4,640.09 0.00
4 ChProgram Files\Brio\BrioQuerdTravel dir. by 0.00 0.00 4,640.09 0.00
5 cWIND OWEITTEMPWOIHYPFO.BOY " 0.00 0.00 4,640.09 0.00
B COwINDOYWSITEMPIZ4ARRS. BOY
06 | L 0.00
Exit A4 0.00 0.00 4,640.09
I Division
B Proaram
- Rota Code
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. g M Callzction
- QOroanizatior hd
~E Renotting 0 ||«l=] Lrl
g Fenorting O Report GroupT(Reswits): Begin Budget Py ﬂ ‘Tabfe Dirensions; Program +Fevenue Source C
| Revenue Sc Report Group2{Resuks): Fiscal Year =]
-A i Frecenvab Report Groypd(Reswits). Fund Table Facts: M Obligations + M Collection Reimb + 1
H Mfff,i?".’aF S Heanor (GruniiBesults) Renning Oro 1 = | M Collection Rey + M Receivab Revenue + M Receivab Reimb =

gy start |J EE W D47 H % Bubhle Tea (washingto | 4% wiord Pro - [Saving gue | €7 BrioQuery - [Arrs darl...

|Zoom: 80%
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Step 6:

Save File HE
Save in: Iﬁ BrioQuery j gl =
[ 1Program 34rrdr Travel dir elstun
[:ISamples Arrs darlene report Travel dtr
1 Template Diane Treas 1
34acsb Dtrfnrpriur\,rears VDInriSf
&) 34PRPP B Newprsh
34prpp2 Pcms dir
34prpp5 Prinrvearacsb
34F'RSEI Prinryearprsb
&) 34PRSNP %] sheila

File name:

Sawve as fype: IEIriDOuery * by j Cancel |

6. Savethe document in alocation and remember where it islocated. The report now can be
sent to anyone as an attachment that is detachable.

Step 7. Send the report as you would any e-mail with an attachment.
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SAVE A QUERY WITHOUT THE RESULTS

* Youwould use this to send other users a copy of areport that you or someone el se modified.
* Note If thisis areport made from scratch you will have to send it too the Project office to
have it compiled. Compiling allows other non-Explorer users to use your report.

Step 1. Make your changesto areport, either a canned (off the web) report or areport sent to
you.

% BrioQuery - 34 dtrdd[1]. byy

0.00 Report Groupd Fook

ot Grodpd Footer: (Re.
0,00 |

6.20 Report Groupd Fook

2ot Groupd Footer: (Re.

“'sﬁeparf Graupd Footer: (1

: Eﬂ Fields
-5 Field
. )

Query SOL
Page Mumber

Murnber of Pages FOR OFFICIAL USE ONLY

Page X of Y { Unliuicted Ohalizatioms plos Expended Amount eouals Clligtions. Fayroll from the FACS system is not included on the DTRDD.

Last Saved | Unliguidated Obligations = Joods/Services that have not been paid andior delivered. Expended Amount = GoodsiServices that heve been paid and de:

Last Printed

-[E Date

-[Z Time

-[E Date & Time

-3 Date Mow

[ Time Now

-[E Date & Time Now

Report Group{(Resuts): Begin Budget Fy + Fiscal Year Table Dimensions: Program + Boc * Transaction Code * Document Date +
Repaort Growp3(Reswits). Fund Daocument Mumber + Reference Info + Yendor Caode + Yendar Mame

Repart Groupf{Resuits): D\visior} Tabie Facts: Undelivered Orders + Expended |tems
Report GroupB(Resuts): Reporting Org 1

[ File Name:
[ File Path

2. Goto File, Save Optionsand <click> on Save Query Results with Document.
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Step 3.

Save Query Results With Document |

Cluery Results Computed Colurnng

E- Query 2| B Results

[

B

Cancel

Help

il

=

A

u

3. <Uncheck> the box next to Query and <click>on OK. If you do have the box checked the
report will be larger and the standard for reportsis to have a blank report when a user receives it.

Step 4:

e M= E
%) File Edit View Insent Format Query DataModel Tools Window Help =& x|

J I' Hewy... Crl+M
2L open. Cirl+0
J [ close Crl+y
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Paseword Protect Document..

4. Got to File, Save Options, and <click> on Compr ess Document

checkmark by Compressed Document.
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rs darlene report
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Schedule 3
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Export * boio1 01:35 PM UNITED STATES DEPARTMENT OF AGRICUL TURE
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= - REVENUEREIMBURSABLE REPORT SUMMARY BY PROGRAM
Page Setup... PERIOD ENDING 8 2001 May 2001 (CLOSED)
ErintEreyiewy: B7
Frint... Cirl+P
venue Monithiy Monthiy Monthhy Monthiy
SR purce Obligations Collection Reimb Collection Rev Receivable Revenue
1 C\Program Files\Brio\BrioQuendirrs darlene repor.boy
2 cWINDOWETTEMPVI4RRDR. BOY
3 cUAINDOWSITEMPIZ4DTR BAY p199 0.00 0.00 4,640.09 0.00
4 CAProgram Files\Brio\BrioQuerdTravel dir.bay 0.00 0.00 4,640.09 0.00
A cWINDOWETTEMPWOIHYPFO.BOY b 0.00 0.00 4,640.09 0.00
B CAWWIMDOWSTTEMPIZ4ARR S BOY
08 ! . 0.00
Exit Alt+F4 0.00 0.00 4,640.09
“EI Division
B Proaram
- Rota Code
E 1 Callection
g M Callection
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-B Renorting 0|21 LH
g Renarting O Repart Groupd{Results): Begin Budget Fy ﬂ |Tab!e Dimensions: Program + Revenue Source =
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A Mff‘:?_'\e'\.’fal? > Rennst (Groun{Resutsl: Renorinn Orn 1 = || IM Collaction Fiewv + M Receivab Fievenue * M Feceivab Reimb =
| [EPage(s) [Zoom: 80%

iﬁstartl“ FE W D4 H [ Bubhble Tea (Washingto...l §2'wiord Pra - [Saving que. .”ﬂBrioQuery-[Arrs darl...

5. Got to File, and <click> on Save As.
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Step 6:

Save File [ 2] =]
Sawve in: Iﬁ BrioCuery j ﬂ‘l I_
[:IF'ragram 34rrdr Travel dir elstun
[:ISamples Arrs darlene report Travel dtr
Template Diane Treas 1
34acsb Dtrfnrpriur\,rears VDInriSf
%] 34PRPP %] Newnrsh
34prpp2 Pcms dir
34prpp5 Prinrvearacsb
34F'RSEI Prinryearprsb
&) 34PRSNP %] sheila
Sawve as fype: IEIriDOuery * by j Cancel |

6. Save the document in alocation and remember whereit islocated. The modified report now
can be sent to anyone as an attachment that is detachable.

Step 7. Send the report as you would send any e-mail with an attachment.
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OPENING A REPORT SENT AS
AN ATTACHMENT

These instructions are for Brio Quickview and Insight Users to open documents sent to
them as an attachment.

Note: Brio Explorer users only detach the document and open the report by using File then
Open.

Step 1. Detach the Brio report into alocation you can easily find later.

Step 2:
Netscape Navigator.Ink

2.0Open your Web browser, either Netscape or Explorer.
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Step 3.

A it St PLa el s e Serice - Netsiaps
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s O 3

o I Y G S
opd  Homa  Sesch  Mekcape Pl Seciehy Shap T

PRt eovs aphis usda g

=] 37 Wehet's Relmi=d

:::::::" Unitzd States Department of Agricubure + Marketing and Fequisory Programs |
i..IJI:']_I:Hlnl:
e rra 1
Fana Sk, '
ot rapeon ANIMAL AND Pum HEAHH IHSPEETIDN Smwcs
Brint..
T P For recorded traveler information call 1-886-SAFGUARD
& o Bictechiodod ® ADHIS Strefeqic Plan ® Foob-anc i
* Ao Tracke {2000-2005) Diseasa
s Anirmal Heatih * APHIS VYideos s Animal Heatih
= fnimal Walars * AE biols Training
» Aouacukure * Comminications to » Citrus Canker
» Excluding Fests & g_ﬂ:l@ » TEEin Vermort
Diseases " il Sheep W
® Plar th * EEODisclaimers ® Solic Wiood Packin
® oiaringly = EFQIA Wiatariak
Aecredittion * Empl I » Flum Focvins
= Wildife Sendces * Eorrrs = Asion Longhomed
S = FTS 200 Beete
Telecommunicat on « B3F
WM * Wt ik Virus
* Hnh Impact Agency e
Gosds - %ear_qu
* |mport Authorization Resourca [Repart
Systam (Onina Parmil o pecoloraed
Application e T =l

Cbm o dm b o

Coprer & L0 THEr0r ek P In cormnl wind e

st [T @ 502 Jﬁmmmﬂnmmr_ £ ord Fro- Kopena = | E2%ErioOuary - i darlen. |

3. GotoFile, <click>on Open Page.
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Step 4:

Enter the ‘Waorld Wide ‘Web location (LUEL) or specify the local file wvou would like ta /
open:

|| Choose File... |

Open location arfile in:. ¢ Composer

_ 0 I Cancel | Hel |
~ HaVIgatDr [en ance e2ip

4. Now <click> on Choose File.

Step 5:
Open EHE
Loakjn: | =2 Gkstrecker on ‘Mdrds16' (H) E o =
123 %) acs =1 \dentifier
notes Areatrusvz Lee report
wordpra Elg repart Mnddtrepnr‘c
~DD:55938 Elqrj?jzl Open a saved repart. s

%) 3darvn Dtrchanged lEmpenasaweu:lre;:u:ur‘[
Dtrliz Organizatinn

4DTR Dtr\r1 Eﬂ Questions for expolrer class
34DTR & Dir vz ElRevrap

34prpp DtrI\rE Rev repart wi

. i
File name: |34dtr
lles oftype: |4l Files (%) B Cancel |

5. Change the Files of Typeto All files (*.*). You should now be able to locate the specific file
that you detached and saved to a specific location. <Click> on Open. Thiswill automatically
load your Brio Plug-ins so that you can see the report. If it isan uncompiled report you will
only be able to view and print it.

A
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Step 6:

Metzcape

Mo results set available, report has not been calculatad.

6. You are now ready to either Process the report or print it.
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EXPORTING DOCUMENTSTO A
SPREADSHEET OR DATABASE

* Sections of the Brio Document can be exported as a common file formats.

* Results Sections can be easily exported as Excel, Lotus, HTML, or any other spreadsheet
software.

* BRIO Documents can be exported in HTML format, either as aweb page using the wizard or
asaseriesof HTML documents. Brio Report Section can not be exported to a spreadsheset

or database only the RESUL TS Section.

.- Briofiuany - 14uoh Eﬂ
File Edt Wew |meart. Fomet Hepot Taok  indois Help = | =
O M@y @ in-= 7 2% i 5 | Brocess = 8| & 0 il @]

|t —.——|._2__'__'_2_17_f.:_-|_!_-r_'"__-':-r{I-:- J_-lgzmm

=

pressin  GroLes T|IF- :‘: :}

K R TS OF fabdes hare
<Click> on — - =
Results.

""'3"'""-_1"""'5"""'5"".

RUNDATE  ORAET1 0940 AW UNITED STATES DEFARTMENT OF AGRICUL

REFORT ANIMAL AND PLANT HEALTH ISPECTION SE

UHLIQLADATED OBLIGATIONS HISTORY
ASOF;  Aucgust 03 2001

Line
TC DoalD  HMum  Referemce Info BFY Pregram Date  Vendor Code Vendor Name

MO | 003OECr1B3 | Oo3 [=dul/ L on AF=mEI0 TS0 718010031 & | LMK OF AR AT PIME BLL

o u LB
S Emeulie
Haon Budo

El Fizcal 'vear
El Fizcal wont
El Fund
El Division
EX Cirgeeizatio
Elpac
H Dooumendt

TCiDocument D Total

Ling Mumbs
Bl dcrount
B acoountTa |1 2
B Clozed Pen Feport GrospdTabkl: BFY # Piogram i)
El Francalar Rerort Grosp?{Tablel: Crooping Key
EX Tranzachan Serod Growmpd Crag cobumne bewa 100 Craale & calpgon
E T:m:-s.:n:l-:m:J

Fiaaty
st | {7 w0 pro-Eapoin[[§F Briatuany - (a0

:j'a'bb Cimensions Transscion Code ®Oocumsant humbsr ® f'
\Lina M bar ® Brfamnce Infn ® AF ® Fioceem ® il

| Tetim Facte. Oblgeions *Espendiuies =

| Page)

B I DEDEAD w0

1. <Click> on “Result Section” of the report.
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Step 2

% Briofuany - 14sch Eﬂ
| Bl Edt e |memt Fopmmat Besuls JToole Wirdow Halp || =
o o [ e 03]
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. e 5 Umits 1) Sorti1) Quiler 73 53
Sene fs
Save Opfons ¥
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Impon Dena File '

]

i IS
= CInCumma it A b Pane. *
Diooumert Scripts . AL izand. 0iG 14801 -
s Sy - o7 4971 3
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2. <Click>on “File” inthe Menu Bar. Then <Select> “Export” and <Click> on “Section.”
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Step 3.

Export Section m

Sawve in: |2 Brio Reports j, gl e S

f#] Desktop
B2T
fans My Computer
=8 T4 Floppy (4)

= Cdrive (C)

& )

=2 Aphis on 'Mdrds18' (G
=2 Sasmith on 'Mdrds16' (H)
2 Info on "Mdrd=18' (1)

1 had
[Z1 Best
File narme: [& I rio Reports

2 Apps on 'Mdrds18' (M)

Saveast{ =2 Tempon'Mdrds18'(T) vl Cancel |

Metwork MNeighborhood

3. The Export box will appear. <Click> " Savein” Button to find out what drive and folder you
would like to save it. Once you have decide where to save the file then name the file. <Click> in
the File name box and name your file. Remember where you saved the document. Do not
use the default name.
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Step 4:

Export Section

Sawve jn: Iﬁ Brio Reports

Apr b2
Feb b2's
I dentifier
Jan b2's
Jun b2's
Mar bi2's
May b2's

File name:

Sawve as tvpe: Cancel

To change to the type of file you are
exporting to.

4. After you have named the file then select what type of fileyoowammrome~cmor=m
“Save As Type” box and <Select> the type of file you would want it to be or what type of
software you have on your PC. Then <Click> “ Save.”
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CHAPTER 13
REFERENCE

INFORMATION

FEEDERS

System Name

When you are looking at transactions in FFI'S and FDW you will normally see the system
acronym, PACS, ABCO, PCMS etc. These are transactions that come from a feeder system and
accept with no errors. If atransaction rejects, or if it isdirectly entered, the "System Name"
becomes the user id of the person who entered the document or fixed a rejected document. Some
examples are USMU is Susan Murphy, UVSO is Vikki Soukup, ULWA is Lew Washington,
and URMA is Roy Mattson. There are other people working on rejected and directly entered
documents in Riverdale, Minneapolis, and at NFC.

To check on these types of items, it is no different than checking on something that has avalid
feeder system name. You really only need the transaction code and document number, and a
handout called "Feeder System Transactions by Feeder System”. This was handed out in the
green folder in training. It has been superseded by a more complete listing . The new listing was
sent out in zipped form along with many other documents (I believe 9in al) on or around
3/17/01. Itiscalled "DTR Reference Information for FFIS Transactions'. It includes the direct
entry as well as the feeder system transactions and which table(s) to look on for more
information about the record. A current copy isincluded in this manual.

So, for example, if thereisan MO entered by ULWA, the handout will direct you to go to OBLH

or OBLL. You will need the document id and/or vendor id. These data e ements can be found
onthe DTR or on therecord in FFIS.

Travel & Purchase Orders System

For travel and purchase orders, you can usethe TIDT and GIDT tablesto crosswalk arecord
from the source system (PRCH or TRAV) to FFIS. You don't really get much more information
from TIDT and GIDT, so thisis not the preferred method.

REFERENCE INFORMATION

Inthe DTR you can’t see some of the detail from the feeder systems. Each feeder system
populates different fields in FFIS, the DTR pulls in the reference information used by the
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majority of the documents. Some of the populated fields reference information is not as
informative as it is for others. Here are some methods to help in researching documents.

TELE & UTVN Report

IA TELE and UTVN report has been e-mailed out to users. Eventually these reports will be
available on the web. If you see an entry on the DTR, you can’'t see the account information
unless you go to the line of the Document.

TNHT & TNLT

If you need information to verify GVTS, the employees charged in a particular document, go to
the TNHT and TNLT tablein FFIS.

TOPT
TOPT isthe Treasury offset table that shows when treasury has garnished or reduced a payments

to afederal employee because they have another federal debt such as child support, back taxes,
education loans etc.
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DTR Reference Information for FFIS Transactions

Feeder Document Contact | FFIS Related Reference Information
System Information Orgn Trans Inquiry
Code Tables

ABCO ABCO Bank Service Charge - No Check ART A7 CRHT/CRLT ABCO Debtor
Disbursement Document

ABCO ABCO Billing Document - Billing ART Al ARHT, ARLT ABCO Debtor
Document

ABCO | ABCO Cash Receipt Document - Cash ART A2 CRHT, CRLT ABCO Debtor
Receipt Document

ABCO ABCO History Globe ART AG VLT ABCO Debtor

ABCO ABCO History Globe ART AH VLT ABCO Debtor

ABCO ABCO Interagency Transfer - Direct ART A6 PVHT, PVLT ABCO Debtor
Disbursement Document

ABCO ABCO Refunds - Payment Voucher ART A5 PVHT, PVLT ABCO Debtor

ABCO | ABCO Standard Voucher - Standard ART A0 VLT ABCO Debtor
V oucher Document

ABCO | ABCO Suspense Postings - Standard ART A8 VLT ABCO Debtor
V oucher Document

ABCO | ABCO Unapplied Postings - Standard ART A9 VLT ABCO Debtor
Voucher Document

ABCO ABCO Voluntary Collection - Cash Receipt | ART A3 CRHT, CRLT ABCO Debtor
Document

ABCO ABCO Write Off Document - Write Off ART A4 CRHT, CRLT ABCO Debtor
Document

ABCO Out-of-House Estimated Receivables ART OE VLT

ABCO Out-of-House Transmitted Collections ART oT VLT
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Feeder Document Contact | FFIS Related Reference Information
System I nformation Orgn Trans Inquiry
Code Tables
CRED CRED Accrua SC NVLT Credit Card Account
CRED CRED Payment Voucher CcV PVHT, PVLT Credit Card Account No. Bill to Date
CRED CRED Requisition RD REQH, REQL Credit Card Account
Direct Accounting adjustment - transferring B2 NLT Reason for the transfer- 30 characters
Entry expenses.
Direct Advance of salary PYMT NO PVHT, PVLT Period covered by the advance
Entry
Direct Establish an undelivered order for acontract | PYMT MO OBLH, OBLL Contract number
Entry
Direct Establish an undelivered order for a PYMT MO OBLH, OBLL RWA number
Entry reimbursable work authorization (RWA)
Direct Establish an undelivered order for an PYMT MO OBLH, OBLL Agreement number
Entry agreement
Direct Lease or rent payment PYMT NO PVHT, PVLT L ease number and month
Entry
Direct Period-end estimate - for undelivered orders | ACCT YE/UN [ JVLT Explanation of estimate- 30 characters
Entry
Direct Period-end estimate — for delivered orders ACCT YE/DE | JVLT Explanation of estimate- 30 characters
Entry
Direct Period-end estimate - for revenue earned but | ACCT YE/FS | VLT Explanation of estimate- 30 characters
Entry not recognized
Direct Payment of a contract that has previously PYMT PV OBLH, OBLL Contract number
Entry been set up as an undelivered order.
Direct Payment of afee basis transaction PYMT NO PVHT, PVLT Time period that services were performed
Entry by the veterinarian
Direct Payment of aforeign allowance PYMT NO PVHT, PVLT Description of allowance type
Entry
Direct Payment of a RWA that has previously been | PYMT DD PVHT, PVLT RWA number

Entry

set up as an undelivered order.
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Feeder Document Contact | FFIS Related Reference I nfor mation
System I nformation Orgn Trans Inquiry
Code Tables

Direct Payment of atort clam PYMT NO PVHT, PVLT Date the claim was aproved
Entry
Direct Payment of an agreement that has not PYMT NO PVHT, PVLT Agreement number
Entry previously been set up as an undelivered

order.
Direct Payment of an agreement that has previously | PYMT DD PVHT, PVLT Agreement number
Entry been set up as an undelivered order through

IPAC. (Federa vendor)
Direct Payment of an agreement that has previously | PYMT PV PVHT, PVLT Agreement number
Entry been set up as an undelivered order. (non-

Federal vendor)
Direct Payment of an EEO Settlement PYMT NO OBLH, OBLL Description of the payment
Entry
Direct Payment of an employee reimbursement PYMT NO PVHT, PVLT Dates that the reimbursement expenses
Entry were incurred.
Direct Payment of an indemnity claim PYMT NO PVHT, PVLT Date the claim was approved
Entry
Direct Payment of miscellaneous transactions PYMT NO PVHT, PVLT Applicable identifying data
Entry
Direct Payment to a commercial delivery vendor PYMT NO PVHT, PVLT Account number
Entry (e.g., UPS)
Direct Payment to atelephone or utility vendor PYMT NO PVHT, PVLT Account number, payeeid
Entry
Direct Payment to GPO PYMT DD PVHT, PVLT GPO order number
Entry
Direct Payment to training vendor PYMT NO PVHT, PVLT Employee name and beginning date of
Entry training
Direct Records the expense. Payment has already PYMT ND PVHT, PVLT Payeel/vendor name

Entry

occurred (VADR)
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Feeder Document Contact | FFIS Related Reference Information
System Information Orgn Trans Inquiry
Code Tables
Direct Records the refunding of revenue overpad PYMT NO PVHT, PVLT Customer account number or applicable
Entry by a customer. identifying data
Direct Write Off ART WR CRHT, CRLT
Entry
EMIS EMIS StandardV oucher - Standard Voucher | ACCT EV VLT Owership Tye Property Type Vehicle
Document Number
FEDS FEDS Obligation ACCT FO OBLH, OBLL Requisitioner Requisition Date
FEDS FEDS IPAC Disbursement ACCT oD PVHT, PVLT Requisitioner Requisition Date
FEDS FEDS Payment Voucher ACCT FV PVHT, PVLT Requisitioner Requisition Date
FEDS FEDS Standard Voucher ACCT SF VLT Requisitioner Date
FTSP FTSP Accrual/Suspense ACCT VF VLT
FTSP FTSP IPAC Disbursement ACCT DF PVHT, PVLT Customer Number
FTSP FTSP Requistion ACCT FQ REQH, REQL Customer Number
GOALS | GOALS Cash Receipts Document - Cash ACCT C8 CRHT, CRLT
Receipt Document
GVTS GVTS Payment Vouchers — Payment ACCT Gl PVHT, PVLT Corporate Account No. “As Of” Date
Voucher Document
GVTS GVTS Standard Voucher - Standard ACCT G3 VLT Corporate Account No. “As Of” Date
Document
GVTS GVTS Travel Invoice - Travel Invoice ACCT G2 TNHT, TNLT, Corporate Account No. “As Of” Date
Document PVHT, PVLT
GVTS IMPF Payment Vouchers - Payment ACCT P9 PVHT, PVLT Cashier SSN
V oucher Document
GVTS IMPF Standard Vouchers - Standard ACCT 9 VLT Cashier SSN
V oucher Document
IMPF IMPF Reimbursement Document - Imprest | ACCT 19 IFHT, IFLT Cashier SSN Date of Reimbursement Vo.

Fund Reimbursement Document

Sub-voucher Number

127




Feeder Document Contact | FFIS Related Reference I nformation
System Information Orgn Trans Inquiry
Code Tables
LOCK Lockbox Cash Receipt - Cash Receipt ART LX CRHT, CRLT
Document
MPOL MPOL IPAC Disbursement ACCT DM PVHT, PVLT BOAC number GSA Vehicle Number
MPOL Date
MPOL MPOL Suspense ACCT VM VLT BOAC Numer
OTRS OTRS Standard Voucher Document ACCT oS VLT
PACS PACS Default Accounting for Salary and ACCT GS JBLT
Expense
PACS PACS Accruals ACCT YA VLT
PACS PACS Liability for Employee Withholding | ACCT GP, GX, | VLT
T™W
PACS PACS Payment Voucher ACCT WV PVHT, PVKT
PACS PACS Self Reversing for M-cycles ACCT MP, VLT
MS,
MT,
MW
PCMS PCMS Payment V oucher ACCT V2 PVHT, PVLT, Cardholder’s Name and Number
GSCH
PCMS PCMS Standard Voucher - ACCT V6 VLT Purchase Order Number Line Number
PCMS PCMS Standard Voucher - Cardholder ACCT V8 JVLT, GSCL Cardholder’s Name and Number
Details
PCMS PCMS Standard Voucher - Cardholder ACCT V5 JVLT, GSCL Cardholder’s Name and Number
Modification
PPQ Plant Protection and Quarantine ART PQ ARHT, ARLT
ROT Reimbursement Overtime Billing Document
PRCH PRCH Foreign Currency Payment Voucher | ACCT RV PVHT, PVLT Purchase Order Number Line Number
PRCH PRCH Standard Voucher ACCT SP VLT Purchase Order Number Line Number
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Feeder Document Contact | FFIS Related Reference I nfor mation
System Information Orgn Trans Inquiry
Code Tables

PRCH PRCH Type 40 Obligation ACCT GA OBLH, OBLL Purchase Order Number Line Number
PRCH PRCH Type 40 IPAC Disbursement ACCT KA PVHT, PVLT Purchase Order Number Line Number
PRCH PRCH Type 40 Payment V oucher ACCT VA PVHT, PVLT Purchase Order Number Line Number
PRCH PRCH Type 40 Receiver ACCT EA RCHT/RCLA Purchase Order Number Line Number
PRCH PRCH Type 41 Obligation ACCT GB OBLH, OBLL Purchase Order Number Line Number
PRCH PRCH Type 41 IPAC Disbursement ACCT KB PVHT, PVLT Purchase Order Number Line Number
PRCH PRCH Type 41 Payment V oucher ACCT VB PVHT, PVLT Purchase Order Number Line Number
PRCH PRCH Type 42 Obligation ACCT GC OBLH, OBLL Purchase Order Number Line Number
PRCH PRCH Type 42 Payment V oucher ACCT VC PVHT, PVLT Purchase Order Number Line Number
PRCH PRCH Type 43 Obligation ACCT GD OBLH, OBLL Purchase Order Number Line Number
PRCH PRCH Type 43 IPAC Disbursement ACCT KD PVHT, PVLT Purchase Order Number Line Number
PRCH PRCH Type 43 Payment V oucher ACCT VD PVHT, PVLT Purchase Order Number Line Number
PRCH PRCH Type 45 IPAC Disbursement ACCT KE PVHT, PVLT Purchase Order Number Line Number
PRCH PRCH Type 45 Payment V oucher ACCT VE PVHT, PVLT Purchase Order Number Line Number
TELE TELE Accrud ACCT SE JVLT Telephone Acct. No.
TELE TELE Payment Voucher ACCT VT PVHT, PVLT Telephone Acct. No.& Tele Service Date
TELE TELE Requisition ACCT RT REQH, REQL Telephone Acct. No.& Tele Service Date
TRAN TRAN Invoice ACCT T1 TNHT/TNLT, Government Transaction Request number

PVHT/PVLT
TRAN TRAN Payment Voucher ACCT T3 PVHT/PVLT
TRAN TRAN Standard Voucher ACCT T4,S1 | VLT
TRAN TRAN Third Party Payment V oucher ACCT T2 PVHT/PVLT, Related government bill of lading number

TPLT
TRVL TRVL Advance ACCT XA TADV, THAT Traveler's SSN Travel Begin - End Date
TRVL TRVL Advance from Imprest Fund ACCT Xl IFHT, IFLT, Traveler’'s SSN Travel Begin - End Date

(Replenish Cashier) PVHT, PVLT,

TADV/THAT

TRVL TRVL Cash Receipt (Advance Collection) ACCT XC CRHT, CRLT Traveler’'s SSN Travel Begin - End Date
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Feeder Document Contact | FFIS Related Reference I nfor mation
System Information Orgn Trans Inquiry
Code Tables

TRVL TRVL Dummy Advance ACCT XD TADV/THAT Traveler’'s SSN Travel Begin - End Date

TRVL TRVL Guest Treasury Symbol Voucher ACCT XG VLT Traveler’'s SSN Travel Begin - End Date

TRVL TRVL HIT/OASDI Matching Agency ACCT XE VLT Traveler’'s SSN Travel Begin - End Date

Expense

TRVL TRVL Payment Voucher (Relo) ACCT XP PVHT/PVLT, Traveler’'s SSN Travel Begin - End Date
TPLT

TRVL TRVL Payroll Zap ACCT XZ CRHT, CRLT Traveler's SSN Travel Begin - End Date

TRVL TRVL Standard Voucher ACCT XN JVLT Traveler's SSN Travel Begin - End Date

TRVL TRVL Travel Order ACCT X0 TOHT, TOLT Traveler's SSN Travel Begin - End Date

TRVL TRVL Travel Voucher (Relo) ACCT XV TVHT, TVAT, Traveler’'s SSN Travel Begin - End Date
PVHT/PVLT

TRVL TRVL Travel Voucher (TDY) ACCT XT TVHT, TVAT, Traveler’s SSN Travel Begin - End Date
PVHT/PVLT

TRVL TRVL Withholding Tax Voucher ACCT XW VLT Traveler's SSN Travel Begin - End Date

UTVN UTVN Accrual Document ACCT SU VLT UTVN Transaction ID

UTVN UVTN Payment Vouchers - Payment ACCT uv PVHT, PVLT Transaction ID Service Period

Voucher Document
VSUFS | Veterinary Services User Fee System - ART VY ARHT, ARLT

Billing Document
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Feeder System Transactions by Feeder System

Feeder Document Name FFIS Related Inquiry

System Document Tables

ABCO ABCO Standard Voucher — Standard AO JVLT
Voucher Document
ABCO Billing Document — Billing Al ARHT, ARLT
Document
ABCO Cash Receipt Document — Cash | A2 CRHT, CRLT
Receipt Document
ABCO Voluntary Collection — Cash A3 CRHT, CRLT
Receipt Document
ABCO Write Off Document — Write Off | A4 CRHT, CRLT
Document
ABCO Refunds — Payment Voucher A5 PVHT, PVLT
ABCO Interagency Transfer — Direct A6 PVHT, PVLT
Disbursement Document
ABCO Bank Service Charge — No A7 CRHT, CRLT
Check Disbursement Document
ABCO Suspense Postings — Standard | A8 JVLT
Voucher Document
ABCO Unapplied Postings — Standard | A9 JVLT
Voucher Document
ABCO History Globe AG JVLT
ABCO History Globe AH JVLT
Out-Of-House Estimated Receivables OE JVLT
Out-Of-House Transmitted Collections | OT JVLT

CAPS CAPS Payment Voucher — Standard SW JVLT
Voucher Document

EMIS EMIS Standard Voucher — Standard EV JVLT
Voucher Document

FEDS FEDS Obligation FO OBLH, OBLL
FEDS Payment Voucher Y PVHT, PVLT
FEDS OPAC Disbursement oD PVHT, PVLT
FEDS Standard Voucher SF JVLT

FTSP FTSP Requisition FQ REQH, REQL
FTSP OPAC Disbursement DF PVHT, PVLT
FTSP Accrual/Suspense VF JVLT

GOALS | GOALS Cash Receipt Document — C8 CRHT, CRLT
Cash Receipt Document

GVTS GVTS Payment Vouchers — Payment Gl PVHT, CRLT
Voucher Document
GVTS Travel Invoice — Travel Invoice G2 TNHT, TNLT,
Document PVHT, PVLT
GVTS Standard Voucher — Standard G3 JVLT

Voucher Document
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Feeder Document Name FFIS Related Inquiry

System Document Tables

IMPF IMPF Reimbursement Document — Imprest 19 IFHT, IFLT
Fund Document
IMPF Payment Vouchers — Payment P9 PVHT, PVLT
Voucher Document
IMPF Standard Vouchers — Standard S9 JVLT
Voucher Document

LOCK Lockbox Cash Receipt — Cash Receipt LX CRHT, CRLT
Document

MPOL MPOL OPAC Disbursement DM PVHT, PVLT
MPOL Suspense VM JVLT

OTRS OTRS Standard Voucher Document 0S JLT

PACS PACS Payment Voucher \\AY PVHT, PVLT
PACS Liability for Employee Withholding GP JVLT
PACS Default Accounting for Salary and GS JVLT
Expense
PACS Default Accounting for Withholding GW JVLT
PACS Liability for Employee Withholding GX JVLT
PACS Self Reversing for M-cycles MP JVLT
PACS Self Reversing for M-cycles MS JVLT
PACS Self Reversing for M-cycles MT JVLT
PACS Self Reversing for M-cycles MW JVLT
PACS End of Period Accruals YA JVLT
PACS Standard Voucher PY JVLT
PACS Liability for Employee Withholding TW JVLT

PCMS PCMS Payment Voucher V2 PVHT, PVLT, GSCH
PCMS Standard Voucher — Cardholder V5 JVLT, GSCL
Modification
PCMS Standard Voucher — Cardholder V8 JVLT, GSCL
Details

PPQ Plant Protection and Quarantine PQ ARHT, ARLT

ROT Reimbursable Overtime Billing Document

PRCH PRCH Type 40 Receiver EA RCHT, RCLA
PRCH Type 40 Obligation GA OBLH, OBLL
PRCH Type 41 Obligation GB OBLH, OBLL
PRCH Type 42 Obligation GC OBLH, OBLL
PRCH Type 43 Obligation GD OBLH, OBLL
PRCH Type 40 IPAC Disbursement KA PVHT, PVLT
PRCH Type 41 IPAC Disbursement KB PVHT, PVLT
PRCH Type 43 IPAC Disbursement KD PVHT, PVLT
PRCH Type 45 IPAC Disbursement KE PVHT, PVLT
PRCH Foreign Currency Payment Voucher RV PVHT, PVLT
PRCH Standard Voucher SP JVLT
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Feeder Document Name FFIS Related Inquiry
System Document Tables
PRCH PRCH Type 40 Payment Voucher VA PVHT, PVLT
Cont'd PRCH Type 41 Payment Voucher VB PVHT, PVLT
PRCH Type 42 Payment Voucher VC PVHT, PVLT
PRCH Type 43 Payment Voucher VD PVHT, PVLT
PRCH Type 45 Payment Voucher VE PVHT, PVLT
TELE TELE Requisition RT REQH, REQL
TELE Payment Voucher VT PVHT, PVLT
TELE Accrual SE JVLT
TRAN TRAN Invoice T1 TNHT, TNLT, PVHT,
PVLT
TRAN Third Party Payment Voucher T2 PVHT, PVLT, TPLT
TRAN Payment Voucher T3 PVHT, PVLT
TRAN Standard Voucher T4, S1 JVLT
TRVL TRVL Advance XA TADV, THAT
TRVL Cash Receipt (Advance Collection) XC CRHT, CRLT
TRVL Dummy Advance XD TADV, THAT
TRVL HIT/OASDI Matching Agency Expense | XE JVLT
TRVL Guest Treasury Symbol Voucher XG JVLT
TRVL Advance from Imprest Fund Xl IFHT, IFLT, PVHT,
(Replenish Cashier) PVLT, TADV, THAT
TRVL Standard Voucher XN JVLT
TRVL Travel Order XO TOHT, TOLT
TRVL Payment Voucher (Relo) XP PVHT, PVLT, TPLT
TRVL Travel Voucher (TDY) XT TVHT, TVAT, PVHT,
PVLT
TRVL Travel Voucher (Relo) XV TVHT, TVAT, PVHT,
PVLT
TRVL Withholding Tax Voucher XW JVLT
TRVL Payroll Zap XZ CRHT, CRLT
UTVN UTVN Payment Voucher — Payment Voucher | UV PVHT, PVLT
Document
UTVN Accrual Document SuU JVLT
VS Veterinary Services User Fee System — VY ARHT, ARLT
UFS Billing Document
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CHAPTER 14
SUPPLEMENTAL

INFORMATION

FY 2004 Pay Periods and their Corresponding Processing Month

Payroll transactions are made up of salary and benefit payment transactions and accrual
transactions.
Payroll salary and benefit transactions update FFIS and the Financial Data
Warehouse (FDW) the weekend after the pay period ends. For example, pay
period 24 runs from November 30 to December 13. FFIS and FDW are updated
the weekend of December 20",
Payroll accruals update FFIS and the FDW on or around the 19" of each
month. They reverse in FFIS the evening of the first workday of the next month
and update the FDW early the next morning.

Payroll Salary and Benefit Transactions

Salary and benefit transactions are detailed employee payroll transactions. The details
are summarized and posted to FFIS the weekend after the pay period ends. Detailed
records are not in FFIS. You can find detailed salary and benefit transactions in the
Financial Data Warehouse (FDW) in the Payroll section. (The VPAYROLL tableis
used to produce these reports.)

The following chart shows the fiscal month each pay period will processin FFISin
FY04. The budget fiscal year will depend on the accounting associated with the detailed
payroll transaction. For example, in pay period 19, September 21-30 will be
represented by BFY 03 accounting codes and October 1-4 will be BFY 04 accounting.
Each pay period processed could have transactions representing prior pay periods (and
therefore, possibly prior BFY’s). The processing tape picks up al payroll activity
processed during that pay period, including corrected T&A’s.

FY 2004 Pay Periods and their Corresponding Processing Month |
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Pay Dates of Pay Period Process Posted in

Period Datein FM/FY . Month
FFIS

19 09/21/03-10/04/03 10/11/03 01/04 October

20 10/05/03-10/18/03 10/25/03 01/04 October

21 10/19/03-11/01/03 11/08/03 02/04 November

22 11/02/03-11/15/03 11/22/03 02/04 November

23 11/16/03-11/29/03 12/06/03 03/04 December

24 11/30/03-12/13/03 12/20/03 03/04 December

25 12/14/03-12/27/03 01/03/04 04/04 January

26 12/28/03-01/10/04 01/17/04 04/04 January

01 01/11/04-01/24/04 01/31/04 04/04 January

02 01/25/04-02/07/04 02/14/04 05/04 February

03 02/08/04-02/21/04 02/28/04 05/04 February

04 02/22/04-03/06/04 03/13/04 06/04 March

05 03/07/04-03/20/04 03/27/04 06/04 March

06 03/21/04-04/03/04 04/10/04 07/04 April

07 04/04/04-04/17/04 04/24/04 07/04 April

08 04/18/04-05/01/04 05/08/04 08/04 May

09 05/02/04-05/15/04 05/22/04 08/04 May

10 05/16/04-05/29/04 06/05/04 09/04 June

11 05/30/04-06/12/04 06/19/04 09/04 June

12 06/13/04-06/26/04 07/03/04 10/04 July

13 06/27/04-07/10/04 07/17/04 10/04 July

14 07/11/04-07/24/04 07/31/04 11/04 August

15 07/25/04-08/07/04 08/14/04 11/04 August

16 08/08/04-08/21/04 08/28/04 12/04 September

17 08/22/04-09/04/04 09/11/04 12/04 September

18 09/05/04-09/18/04 09/25/04 12/04 September

19 09/19/04-10/02/04 10/09/04 01/05 October
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Payroll Accruals (also called Payroll Estimates) -BOC 1199

Accrual transactions represent payroll expenses where the employee performed work in
one month but will not be paid until the following month. Accruals serve as away for
FFI S to record expenses in the month they were incurred. In thisway, our accounting
reports and statements accurately reflect monthly activity. These transactions are
reversing period-end estimates which initially post on or about the 19" of each month
and reverse the evening of the first work day of the next month. The figures used for
the accruals are based on earlier actual payroll figures. Estimated salaries and benefits
are summarized in budget object class (BOC) 1199 by accounting code. The
summarized figure appears in the Accounting Code Summary by BOC in the FDW.
(The VSUMFNCL table is used to produce this report.)

Calculate the payroll accrual, BOC 1199, by comparing the actual work daysin the
month to the pay periods that processed in a given month.

Example — December 2003

For example, December 1 through 31 is represented by 10 work days of pay period 24,
all of pay period 25, and 3 work days of pay period 26. However, from the chart above
we see that pay periods 23 and 24 actually posted in December. So, December’s
payroll accrual, BOC 1199, will be a combination of:

1. areversal of 10 work days (100%) of pay period 23 that were worked in
November, but not posted until December (this reversal accrual transaction
will be processed the first work day of December), and,

2. an accrual of 10 work days (100%) of pay period 25 and 3 work days (30%)
of pay period 26 (this accrual transaction will be processed in the middle of
the month).

If you look at BOC 1199 on ACSB in the beginning of the month, it will be a negative
figure because only the reversal of the pay period 23 accrual has occurred. 1If you look
at it at the end of the month, BOC 1199 will be a positive figure because NFC is
accruing more days (13 work days) than they are reversing (10 work days).

Fiscal Month Pay Actual Work | Pay Period Processed (Reversal
Period Daysinthe (100% or 0%based on pay | Accrua) or
Month (in periods processed in the Accrual
percentages) | month-see chart on page
1)
December PP23 0% 100% (100%)
PP24 100% (10 100% 0%
days)
PP25 100% (10 0% +100%
days)
PP26 30% (3 0% +30%
days)
Total +30%

Example — January 2004
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Here is a second, more complex example. In January, January 1-10isin pay period 26,
January 11-24 is pay period 01, and January 25-31 is part of pay period 02. From the
chart on page 1, pay period 25, 26 and 01 process in January. So January’s payroll
accrual will be a combination of:
1. areversal of pay period 25 (all 10 days) and 3 days of pay period 26. This
reversal accrual processes the evening of the first work day of the month and
can be seen in FDW the following work day. It represents work performed
in December but not posted until January.
2. an accrua of 5 work days (January 26-30) of pay period 02. This accrual

will post in the middle of the month.

At the end of the month, the total accrual on your ACSB for the month of January,
therefore, will be a negative figure because NFC is reversing more (10+3=13 work
days) than they are accruing (5 work days).

Fiscal Month Pay Actual Work Pay Period Processed (Reversal
Period Daysin the (100% or 0%based on Accrual) or
Month (in pay periods processed in | Accrual
percentages) the month-see chart on
page 1)
January PP25 0% 100% (100%)
PP26 70% (7 days) 100% (30%)
PPO1 100% (10 days) 100% 0%
PP02 50% (5 days) 0% +50%
Total -80%

Creating an Effective Password

137




A good password isn't difficult to create. All you need to do is keep in mind afew simple rules.

Don't choose something of personal significance. In other words, don't use:
Y our name or the name of someone close to you or a pet’s name
Y our address
Y our Social Security Number
Y our favorite hobby or pastime
Y our current or favorite vehicle name
Any other information that is associated with you, your activities, or your
preferences.
Don’'t choose something trivial. For instance, don't use 12345 or AAAAA as your
password.
Don't use the word “password” as your password. Thisonly puts you and APHIS in
jeopardy.
Don't use a common dictionary word, regardless of the language. Password cracking
programs compare passwords to dictionary words in an attempt to find a match.

OK, so those are the things you shouldn't do. So what can you do to create a good password?

Create a unique password by combining two or more words into something that you
will easily remember. For example, GodaGetter or Protction2Me or Run4Love.
Another technique is to make up a phrase that you will readily remember and then use
thefirst letter from each word in the phrase to develop your password. For example:
the phrase “My security officer is 1 peachy guy” resultsin Msoilpg.

Good passwords are at least six (6) characters long and use amix of letters (both upper
and lower case), numbers, and specia characters. Just avoid having a number at the
beginning or end to make password cracking more difficult.

Use different passwords for your network access, email, screen saver, and so forth.
Change your password often. This helps protect you in case someone accidentally
learns your password.

Now that you’ ve chosen a good password, make certain to protect it. If someone else uses your
user identification and password, the system will think that person isyou. Whatever they do on
the system will now be considered your doing — and maybe your fault. So, don’t post your
passwords on your terminal screen or elsewhere in your work area. 1f you absolutely must write
them down (unlikely, if you use the techniques above) keep your password(s) in your purse or
wallet.
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BRIO REPORTS ODDS AND ENDS

GENERAL

All Conversion documents were entered in FY 2000. The only FY 2000 data is half
of pay period 20 and the conversion documents. Summary data does contain Pay
Period 19 but the detail behind those amounts are not currently in the FDW.

Canned reports can be changed and sent to other users. If you are using a canned
report (one you got off the web) then all you need isto save it and send the Brio report
as an e-mail attachment.

Remember to choose only one month when running an summary report (ACSB).
The Financial Data Warehouse (FDW) (using Brio) updates aday behind FFIS. For
example, al the transactions made Jan. 26th will not be updated in the FDW until the
morning of Jan. 27th.

MISSING PROGRAM CODES ON REPORTS

A program code will not show up in areport if:

No spending has hit that code for the requested month(s). Y ou can verify the
program code in the Sub Allotment Spending Table (SASP) in FFIS to determine if
spending has occurred. If spending has occurred, there will be an entry on SASP
showing the spending by quarter. If no spending has occurred, there will be no entry on
SASP and Brio will have no data to report so it will skip to the next record on the table.
Security, STAB, or WHOM was not set up properly.

ACXT was set up incorrectly and the ORG Level selected is pointing to another
program code.

DVAL isnot set up correctly, and it points to another BFY, FUND, or ORGN.

CLOSED MONTH

A month closes by running a monthly close job. The only function of the job,
besides producing a monthly file with all transactions with that accounting period on it,
isto close the Accounting Period Table (APRD) for that month. So once the month is
closed, no more transactions can be added to that month. We cannot reopen the month.
If you runaDTR for a closed month on one date and run it again in the future, you will
get the same results. Y ou do not have to go back and recheck months to ensure no
further changes are being made. Thisisassuming that thereport isfunctioning
properly both times the report runs. One way to check that isto compare the detall
report with the summary report and the summary total to the SASP table in FFIS.
Sometimes it seems that payroll entersinto a month that had been closed. Y ou may
be seeing an accrua document. They can be confusing. Accruals, such as YA'sfor
payroll, process in one accounting period and reverse in the next (they appear as a
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negative figure in the expended authority column in the next month). Look on the
DXREF table to get a picture of how these work. Y ou cannot see the transactions on
JVLT because once they are reversed, they disappear from JVLT.

BOC AWARDS
Defining the Award BOC

1) 1109 Time off awards

2) 1152 cash and suggestion awards

3) 1153 other awards (includes payments for rewards (16 U.S.C. 599a), SES
performance awards, SES meritorious executive awards, and SES distinguished
executive awards.

4) 1406 Spot Awards repayment from an imprest fund (generally ends up zeroing out,
orat leastit should).

REVENUE REPORT

Revenue/Reimbursments can only be seen at the ORG Level 1 onthe ALLT tablein
FFIS. APHIS only establishes budgets (enter allocations) to the ORG Level 1 therefore
you can only see the detail to thislevel. Thefieldin FFISiscaled "ACT REIM
AMT". To validate a Brio report showing spending to a Program Code level, roll your
report to the Org Level 1 and compareto the ALLT table.

CHECKING A DATE

The "closed" fields in FFIS are updated periodically. A check can be issued a couple
days before there is aclosed date. The closed date is basically when the system updates
and finishes the cycle.

If acheck saysin transit, you can go on the TSCH table in FFIS. Thereisafield called
"POST TREAS ACT" (it'sin the upper middle area of the block of lines) which will tell
you a check has been issued.

SEC 1 CODES

Sec 1isasecurity field or measure set up by NFC to track who can look at what records
on the VEND table. In other words, only APHIS employees, not all of the Department
of Agriculture can see APHIS records. If the Sec 1 is pointing to a different agency and
the person may be paid on our program code but will not show up in the Payroll Detail
Report. The reason for the disappearance on the Payroll detail report is that to pull
information into the report it matches up the social security number from PACS and the
Socia security number from vend, checks the security, (they have to have our Sec 1
code) and places the name from Vend to the report. If security doesn't allow us to ook
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at the person, then they will not show up on the Payroll Detail Report. The amount of
money will show up in the Accounting Code Summary Report amounts because the
summary records are pulled by accounting code. We were charged for them, we just
can't seethe detail. The detail isin the Financia Data Warehouse (FDW), we just don't
have security access to seeit.

APHIS shouldn't be paying salary and benefits to a person that is not our employee.
Therefore we want them not to show up on the detail. The discrepancy between the
summary and detail amounts should follow with a checking of the data and a realization
someone is not showing up in their detail reports. This should lead to questions and a
fixing of the Sec 1 in the VEND table. APHIS goal isto have clean datain, clean data
out.

Travel comes through the feeder system and the vendor name comes from the VEND
table. Aslong as the supplemental travelers have been set up in the vend table we can
see them. If they are not in the VEND table at al they are rejected onto SUSF until the
person is put into the VEND table. The key hereisthat if you try to see supplemental
employeesin VEND you wont see them though they may be there. If the traveler has
been sent through the travel system and does not show up on your detail report then the
traveler is probably rejected on SUSF. All supplemental travelers must be set up in the
VEND table with avalid Sec 1 Code not necessarily an APHIS code.

The Detail Transaction Report in BRIO has been modified to bring in the supplemental

travelers information by social security number only. The Payroll reports have not been
changed in this manner.
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Quirks

Quirk 1. OFFSETS An employee had applied for a $1000 travel advance but hadn't
received the EFT payment in areasonable period of time.

Solution: After researching PVLT, VXDD, TSCL, etc., the conclusion seemed to be
that either he or his bank had overlooked the payment. However, both the bank and the
traveler stated that they hadn't received the payment.

NFC travel and certification groups were notified and the conclusion was that the $1000
was nearly consumed (al but $10) by back child support he owes. The FFIS TOPT
table identifies such offsets.

Quirk 2. DUPLICATED PURCHASE ORDERS Thereisasystem problem in the
PRCH feeder system that duplicates Purchase Orders from PRCH. When a purchase
order is modified, the order is duplicated, not modified.

Solution: NFC is programming a correction for this problem. We are working on
getting areport of all duplicated GA, GB, GC, and GD documents, but if you have
noticed duplicates on your DTR, contact Roy Mattson in Minneapolis (612-370-2204).
He will need the transaction code in order to modify the duplicated document down to
zero.

Quirk 3: MAN HOURSWORKED The hourswill be distorted if B2 accounting
adjustment documents don’t address them.

Solution: In order to be able to produce a report out of the FDW which accurately
reflects the number of hours worked for a given program code, we need to make sure to
post hours to the Quantity (QUANT) field of the B2 accounting adjustment. Thisisan
addition to the current procedures for producing B2s. We still want peopleto do a
corrected T& A where possible, but when not feasible, they should do a B2 with the
hours posted to the Quantity field.

The PY transactionisa JV clone (asisthe B2) and it does have the number of hours
posted in the Quantity field. Possibly the data warehouse has this field available for our
use. We may need to devise a summary report that will bring in the quantity field for
al payroll transactions.

Quirk 4: PAY DATE some pay periods cross accounting period lines and have to be
adjusted.

Solution: Pay Periods are processed in the accounting system as of the Pay Date.

For example in Pay Period 7, the EFT payments were PAID on 4/30/01. Thisisthe
accounting period 7 or fiscal month in FFIS BRIO. But the rest of the pay was PAID
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on 5/3/01. Thiswas the officia pay date we received earlier in the year. Thiswould
have split pay period 7 into two fiscal months/accounting periods.

The Treasury Department changed the official pay date to the EFT Date. The payroll
system did not correctly show this changed pay date and therefore updated FFIS in
accounting period/fiscal month 8. NFC discovered the problem and they reversed the
fiscal month 8 entries for pay period 7 in FFIS and reentered them in fiscal month 7. As
of today, FFISis correct. But we do not have atable in FFIS where we can see this
information. We have to look in BRIO. Thiswill happen again in PP16 and PP18.

Quirk 5. MULTIPLE YEARS cannot be seen in the SOF system.

Solution: You can pull multiple years using the SOF extract but the SOF system that
you download the information into wont permit it. The SOF system was set up for
current budget fiscal year only. Usethe DTR or another Brio report instead.

Quirk 6: COMP TIME When a person uses compensatory leave on their T& A, the
hours associated with the leave SOMETIMES do not show up in FFIS. The hours show
up correctly in CAS's Salaries and Benefits Projection Module's Employee Status report
(ESR), but not in the Earnings By Pay Period report.

Solution: When the timekeeper recorded the normal hours, a correct code was used,
therefore the base hours were recorded. But when he/she recorded the comp time hours,
extra 0's were added to the end (by mistake). This caused JUST THAT LINE of the
T&A to rglect and be processed by Forced Release (FREL). Once FREL corrected the
error and the report was reran, the data was compl ete.

Quirk 7. NEGATIVE HOURS The SOF Extract was causing negative hours to be
changed to positive hours. Negative hours were being changed to positive by aformula
in acomputed field named Y_Hours.

Solution: The formulafor Y_Hours was incomplete, it made negative numbers positive
but didn’t make positive numbers negative. It has been fixed. The hours now have the
same sign as the money. Typically negative money usually has zero hours.

Quirk 8: HIDDEN QUERY SECTION - Unhide The Query section was hidden when
the Project Office migrated the reports to the web. Explorer and Insight users did not
see the Query section listed as view able.

Solution: When you are in Brio Explorer or Insight go to VIEW in the menu section
and <click> on Unhide Section. A box will come up and <click> on the section you
want unhidden.

Quirk 9: NO PROCESSBUTTON The Standard Tool bar was turned off when a
report was loaded to the web. The Process Button was missing.

Solution: When you are in Brio Explorer, Insight, or Quickview go to VIEW in the
menu section and <click> on Toolbar s and then <click> on Standard.
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BRIO Tool Procurement and I nstallation

In October, 2001 the Financial Data Warehouse (FDW) was implemented. The FDW is
aweb-based user interface of datafrom the Foundation Financial Information System
(FF1S). Thisuser interface will provide a means for accessing canned reports as well as
developing ad-hoc queries for your accounting, financial and budgetary needs.

Software needs to be purchased to access the Financial Data Warehouse. The user
interface requires the purchase of an on-line analytic processing (OLAP) tool. The
OLAP tools selected for the FDW are the BRIO Corporation suites of tools.

The USDA, Office of the Chief Information Officer in partnership with the Forest
Service has secured an agreement for a suite of Brio Technology software tools that is
availableto all USDA Agencies and staffs at below GSA prices. The suite of tools and
abrief description of each are asfollows:

Brio Query Explorer delivers query, analysis, and reporting capabilities for power
users who need to directly access data sources, similar to the old FOCUS users.

Brio Query Insight delivers analysis, and reporting functionality within a Web browser
for Internet access to information in the Financial Data Warehouse. Insight users are
usually analysts who occasionally need to make modifications to existing reports.

Brio Query Quickview offers simplified report viewing and data refresh for users who

need to view canned reports. Quickview is being purchased at a higher level in APHIS.
If you need Quickview, you do not need to procure it locally, use the second document

to have APHIS ATAC install it for your use.
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The following provides the schedule of CLINSs that are to be used on Purchase Orders
for Brio products using the Forest Service's IBM contract.

Proposal Price Brio Query Explorer

CLI | Description Sell Price
N

215 | 1 named user License for Brio Query Explorer $613.00
7Win
2158 UNIX

Proposal Price Brio Query Explorer Maintenance

CLI | Description Sell Price
N

2159 | Annual maintenance for 1 Brio Query Explorer $125.00

License!
Proposal Price Brio Query Insight

CLI | Description Sell Price
N

2163 | 1 named user License for Brio Query Insight $305.00

Proposal Price Brio Query Insight Maintenance

CLI | Description Sell Price
N

2164 | Annua maintenance for 1 Brio Query Insight $63.00

License!

Notes:

! Annual maintenance must be bought by the user for the first year. APHIS will pay for
this after the first year.

2 0On each Purchase Order for Brio products acquired through the Forest Service's IBM
contract, please include the following information:

(Seller Information)...
IBM Govt Systems
PO Box 9020, Attn: USDA FS Project
Boulder, CO 80402-9030
FFISVID Number 130871985 D

Tax |D Number 13-0981985
Contract Number GSO0K94ALD0001
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Please make sure that one file copy of each completed purchase order is sent to:

USDA, Forest Service

Attn: Tim Hoff, AQM

PO Box 96090, Room 707 RPE
Washington, DC 20090-6090

3 If you have any questions regarding System Recommendations to support the Brio
product suite, please refer to the following URL: http://www.brio.com/documentation,
and click on Technical Specifications.
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FFIS BRIO Responsibilities Outlines— ATAC and Other (s)
July 16, 2001

Note: Responsibilities described below were extracted from the Service Level
Agreement between Financial Management Division (FMD) and APHIS Technical
Assistance Center (ATAC).

Once desired software product has been approved and forwarded for procurement
action, contact ATAC.

ATAC will...

1) Coordinate establishment of the required system access (login/password) for
both the FFIS and Financial Data Warehouse.

2) Coordinate the installation of the BRIO product on to the desktop with the IT
Customer Service Regiona Coordinator or end user person performing the
install task.

3) If necessary, provide person conducting installation the appropriate BRIO
installation cd.

4) If end user to perform installation, ensure that the Desktop Software
Inventory is updated upon completion of installation.

5) Assist persons conducting install if problems arise.

FEIS/BRIO System Administrator, EMD, will...
1) Establish user access.

* 2) Establish user record in Desktop Software Inventory. Information to include
appropriate login/passwords, identify BRIO software to be installed, etc.

Program will...
1) Upon receipt of the software, comply with registration and license

requirements.
2) Maintain the software license received with the product in order to comply
with future auditing requirements.

IT Customer Service Regional Coordinator will...

1) Coordinate desktop installation. To verify and obtain information regarding
type of product and other pertinent user information, the Desktop Software
Inventory record for that given user should be reviewed.

2) Ensure persons completing the installation update the given user's record in
the Desktop Software Inventory. Update involves changing the Implementation
and Management information from No to Y es to acknowledge that the
installation of SecuRemote and BRIO product has been completed.
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Person performing installation will...

1) Update given user's record in the Desktop Software Inventory to
acknowledge installation has been completed. Update involves changing the
Implementation and Management information.

* The FFIS'BRIO System Administrator is the only person(s) authorized to establish
FFIS user record(s) in the Desktop Software Inventory. This inventory then provides
the basis for future procurement of BRIO software maintenance.

ATAC: (877) 944-8457 or email at atac@usda.gov
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#1

This is a periodic news letter to disseminate information to all Brio Users.
Brio Users fall into 3 categories Quickview, Insight or Explorer.

This issue of the Brio Newsbreak explains the difference between FY and
BFY. Thisis a very important topic and one you must understand if you are
using any of the Brio products or just understanding what the report is
trying to tell you.

FISCAL YEAR & BUDGET FISCAL YEAR
EXPLANATIONS

Definitions:

Fiscal Year (FY) isthe year the transaction is accepted/recorded into the
FFIS system. This meansthat if you paid abill for 1996 in the current
fiscal year (2001) then the transaction would have processed in FY 2001.

Budget Fiscal Year (BFY) isthe year the funding was made available by
the Congressional appropriation. For example you have paid a bill for
1996 in the current year (2001) then the transaction processed for BFY
1996 in FY 2001

Explanation:
Budget Fiscal Year (BFY) was used as the 1st digit in the old 10 digit

accounting code. Many people continue to use BFY as areference on
documents but BRIO and FFIS do not use it in this manner.
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FFIS and BRIO ask for BFY as a 2-digit number apart from the program
code. (For more information on program code go to the “The APHIS
Program Code Explained in FFIS & BRIO Terms’). So the field would
state BFY and you would type 01 or 02, which stand for BFY 2001 and
BFY 2002, respectively.

Fiscal Year (FY) isafield extensively used in BRIO and FFIS. The FY
field tells you what year APHIS processed the payment for the goods or
services. You may obligate the document in one FY and not pay for it until
5yearslater. The year you obligate the document isthe BFY and the year
you pay it isthe FY but it will still have the original BFY referenced. Most
of the time the years match but not in al cases and especially not for
transactions processed at the end of a FY.

If you have any questions, please Contact MRPBS FMD-BEST.

151



Thisis a periodic news letter to disseminate information to all Brio Users.
Brio Users fall into 3 categories Quickview, Insight or Explorer.

This issue of the Brio Newsbreak explains the breakdown of a program
code. TorunBrio products effectively you must have a understanding of
the program codes. Program codes and the way you ask for this
information in BRIO will affect the information you receive on your
computer. The most common error in using Brio is not entering the
correct Org Level 1 and Org Level 2 and Organization (ORGN). If this
information is not correct then you will not receive the information your
requested.
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THE APHIS PROGRAM CODE EXPLAINED
IN FHS & BRIO TERMS

Program code is the nine digit accounting code made up of 2 digit appropriation, 1 digit division,
\4digi;0rganization which includes the division, and 3 digit reporting category.

523403030

Fund is the first two digits of the program code. It corresponds to the appropriation that

w:ized the spending. Example: 41555030 = fund is 41

523403030

Division (DVSN) is the third digit of the program code.
For example 528010030 = 8 for PPQ.
O\
523403030
Org Level 1 is a four digit code. Itis used to roll up data to a high level in your organization.
It may or may not correspond to the middle 4 digits of a program code.
Org Level 2, 3, and 4 are used to designate lower levels of an organization

For example 3403 is your Org level 2 and it rolls to 3400 which is
your Org Level 1.

Organization (ORGN) is the middle 4 digits of a specific program code, and always

wi)onds to a specific program code.
54340 35 30

) —
Reporting category (Rptg Cat.) is the last 3 digits of the program code, or what used

to be the project code. It identifies the project identified in the appropriation
funding the transaction.
523408030])
S~

How is the Program code used by FFIS?
When you enter a program code into FFIS, FFIS breaks the code down to its
specific data elements, which is fund, division, organization and reporting
category. FFIS then updates the tables based on these elements.

L i .

Note: Two very important data elements you must consider is FY and BFY,

these are discussed in the FY and BFY explanation sheet.

Many of the feeder systems, agreement and other documents still use the 10

digit accounting code which is the 9 digits with the BFY in front. So in this example
BFY 2002 would be 2523403030
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Thisis a periodic news letter to disseminate information to all Brio Users.
Brio Users fall into 3 categories Quickview, Insight or Explorer.

Thisissue of the Brio Newsbreak lists all the Brio Reports currently on the
APHIS FDW website ( fdw.usda.gov ). Ittells you what is in the report, any
problems and the status. The website reports will be continually upgrade
and expanded so keep an eye out for new reports.

APHIS Brio Report Descriptions

The fdw.usda.gov web site contains many useful reports for analyzing financial data. The
following are alist of reports, the report information, and the status.

SPENDING REPORTS:

* Accounting Code Summary by BOC (ACSB) shows the Current Month Obligations,
Quarter to Date Obligations, Y ear to Date Obligations, and FY 2001 to Date Obligations
sorted by Major Budget Object Class (BOC) for each program you select. This report
replaced the old A1 Report in CAS.

QUIRK: The user must pull the latest closed month at atime to get the year to date balance
for a chosen month.

STATUS: The ACSB has no problems at thistime.

* TheDetail Transaction Report (DTR) gives adetail list of al transactions occurring
during a specified time period (except those processing from the Payroll Accounting System
(PACs) feeder). Thereport subtotals on BOC, Mgor BOC and Program.

QUIRKS: Payroll from the PACS feeder system is not onthe DTR. PACSrollsthe

amountsto a higher level and does not give you the detail on each transaction. The DTR
contains all BOC' s greater then 1000 except for anything coming through the PACS system.

154



The DTR will show any BOC greater than 1100 that comes from any feeder system other
than PACS. If you add the amountsin BOC 1100-1200 from the DTR and the Detail
Payroll Register by Employee (DPR1), it should add up to the Accounting Code Summary
by BOC (ACS1) minusthe BOC 1199. BOC 1199 is an estimate/accural of payroll and
reverses out at the next accounting period.

Note: Revenue appears on a separate report under Collections.
STATUS: The DTR has no problems at thistime.

* TheObligation Summary Report (OSR) pulls summary data, which includes
Revenue, Reimbursements, Y TD Obligations, and Y TD Disbursements, grouped by
Program and Maor BOC. Thisreport shows all Collections and Accounts Receivables.
The OSR subtotals on Reporting Category, Fund and Division. This report replaced the
OBSUM report in CAS.

QUIRK: Must pull only one month at atime. Also remember the BOC 1199 isincluded in
the Mgjor BOC 1100. BOC 1199 is an estimate/accural of payroll and reverses out at the
next accounting period.

STATUS: The OSR has no problems at thistime.

e The Status of Funds Extract (SOF) isareport used by the status of funds system that
many programs are using. If you aren’'t using the SOF program, you shouldn’t need this
report.

QUIRK: Can pull all Budget Fiscal Y ears but the SOF system will only download the
current budget fiscal year because it doesn’t process prior BFY information. The report will
not show the negative sign on the hours. The hours have the same sign as the money.
Negative money usually have zero hours.

STATUS: The SOF extract has no problems at this time.

e TheUnliquidated Obligations History Report (UOH) shows abligations and
payments made for documents that still have an open or unliquidated amount. The UOH
replaced the Contract Payment History report.

QUIRK: You need to know your transaction codes to use the report effectively.

STATUS: The UOH has no problems at thistime. We will add search criteria added in the
future.

PAYROLL REPORTS:

* ThePayroll Report by Pay Period (PRPP) shows each employee by pay period and
sub totaled by hours, regular pay, other pay, overtime, differential and benefits. The grand
total amount paid by the agency istotaled by person by pay period. The report istotaled by
Org. Level 1 and Budget FY.

QUIRK: The PRPP only shows payroll activity processed in the PACS System. The report
does not include foreign service allowances processed though Minneapolis and International
Services VADRSs, for example. If you want certain Pay Periods then ignore the month and
select the pay periods. If you want all activity that has happened within a month then select
the month and ignore the Pay Period. Thiswill give you all the corrected T& A’ sthat were
done in the accounting period.
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STATUS: The PRPP has no problems at thistime.

e ThePayroll Report by SSN and BOC (PRSB) gives a breakout of salaries and
benefits by BOC, sub-totaled by hours, regular pay, other pay, overtime, differential and
benefits. Thisreport allows you to query on SSN, so you can look up just the people you
need.

QUIRK: The PRSB alows you to look at PP20 in FY 2000. If you want certain Pay
Periods for each employee then ignore the month and select the pay periods. If you want al
activity that has happened within a month then select the month and ignore the Pay Period.
Thiswill give you al the corrected T& A’ sthat were done in the accounting period.

STATUS: The PRSB has no problems at thistime.

* ThePayroll Report by Name and Pay Period (PRSNP) shows an employee and all
pay period corresponding to him/her, sub totaled by hours, regular pay, other pay, overtime,
differential and benefits. The grand total amount paid by the agency is totaled by person by
pay period. The report istotaled by Org. Level 1 and Budget FY .

QUIRK: The PRSNP only shows payroll activity processed in the PACS System. The
report does not include foreign service allowances processed though Minneapolis and
International Services VADRS, for example. If you want certain Pay Periods then ignore
the month and select the pay periods. If you want all activity that has hgppened within a
month then select the month and ignore the Pay Period. Thiswill give you al the corrected
T&A’sthat were done in the accounting period.

STATUS: The PRSNP has no problems at thistime.

*  ThePayroll report headers contains the following BOCs:
Regular Pay is BOC 1100 through 1149 and 1181.
Overtime is BOC 1170 through 1180.
Differential is BOC 1160 through 1169, 1192, and 1182.
Benefitsis BOC 1200 through 1298 and 1300 through 1399.
Other Pay is BOC 1150 through 1159, 1183 through 1198, 1400 through 1499, and
1000.

ACCOUNTSRECEIVABLE REPORTS:

These reports were developed for the Minneapolis Accounts Receivable to use for debt
management.

* Aged Receivables by Vendor Code (ARVC) Thisreport tracks delinquent debt
information by vendor code. The report is utilized by the Accounts Receivable Team to
identify debtors that may need special emphasis

* Aged Receivables by Vendor Name (ARVN) Thisreport tracks delinquent debt
information by vendor name. The report is utilized by the Accounts

Receivable Team to reveal debtors that may need special emphasis. It is sorted by
vendor name for distribution to the debt management specialist responsible for monitoring
the account(s).

* AppealsReport by Location (APRL) Thisreport tracks billing documents that are in

appeal status. It is sorted by location and is distributed to the field office responsible
for reconciling the disputed document(s).
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* AppealsReport by Vendor (APRV) This report tracks billing documents that are in
appeal status. It is sorted by vendor name for distribution to the  debt management
specialist responsible for monitoring the account

e Cash ReceiptsInquiry (CRI) Thisreport tracks information of a payment based on
the check number, bank account number, or dollar amount of the check as provided by a
vendor.

* Credit Balances Report by Vendor Code (CBRVC) This report identifies vendors
that have a credit balance on their account. The Accounts Receivable Teamuses  this
information to further identify accountsin need of reconciliation or possible refund.

* Credit Balances Report by Vendor Name (CBRVN) Thisreport identifies vendors
that have a credit balance on their account. The Accounts Receivable Team uses this
information to further identify accountsin need of reconciliation or possible refund. The
report is sorted by vendor name for distribution to the debt management specialist
responsible for monitoring the account.

*  Open Principle and Finance Charges (OPFC) Thisreport provides a current
account summary of all open billing documents and finance charges owed by avendor. The
report can be run by AR Type and sorted by either vendor code or vendor name.

STATUS: The OPFC isnot available at thistime.

* Vendor Account Activity (VAA) Thisreport provides asummary of al activity for a

vendor during a specified period of time. The Accounts Receivable Team utilizes this
report to assist in reconciling accounts

COLLECTION REPORTS:

* AQI Collections (AQI)
STATUS: The AQI report is currently unavailable.

* Daily Collections (DC) gives alist of collections made during the fiscal year between
two dates regardless of budget fiscal year.

QUIRK: The DC may not have the two datesto select so you have to type in the two dates
with a comma separating them. Pay close attention to the Accounting Code column to
know which Budget Fiscal Y ear the account is referring.

STATUS: The DC has no problems at thistime.

* Revenue Reimbursables Detail Report (RRDR) givesalist of al transactions that are
either Collected Reimbursable/Revenue and/or Receivable Revenue/Reimbursable.

QUIRK: The RRDR will only show transactions that have been collected or set up as a
receivable (billed). If that has not occurred, no data will show up on the report. Remember,
if you are looking for the obligations, you must go to the DTR.

STATUS: The RRDR has no problems at thistime.

* The APHIS Revenue/Reimbursable Report Summary by Month(ARRS) shows
Monthly Obligations, Monthly Collected Reimbursements, Monthly Collected Revenue,
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Monthly Receivable Revenue, and Monthly Receivable Reimbursable by program. The
report is subtotaled by Reporting Code, Org Level 1, and Fund.

QUIRK: The ARRS report is a monthly report. If you want Year to Date you should
choose all months.

STATUS: The ARRS has no problems at thistime.

Note: The ARRS and the RRDR (revenue/reimb) reports contains all the BOC from 0001
through 0999.

GENERAL LEDGER:

e Trial Balance (TRBL) Thisreport is used by accountants in the Financial Management
Division.

OTHER:

*  The Accounting Code Summary Allocation/Funds Availability (AFA) showsthe
Allocation amount, Y TD Callections and Receivables, Y TD Obligations, and Availability
(Unobligated Balance) by Treasury symbol. The report can be run for one program code, a
fund and/or adivision.

QUIRK: The AFA report was designed for high level Agency reporting and has no details.
STATUS: The AFA has no problems at thistime.

e TheT1AreaTrust - Reimbursement Fund Statement (TRPR) gives information
that was on the old T1 report in CAS.

STATUS:. The TRPRisnot available at thistime.

e TheT2AreaTrust Summary (TRSR) givesinformation that was on the old T2 report
in CAS.

STATUS:. The TRSR isnot available at thistime.
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BRIONEWSBREAR 4

Thisis a periodic news letter to disseminate information to all Brio Users.
Brio Users fall into 3 categories Quickview, Insight or Explorer.

This issue is to let you know that a revised version of the DTR, Detail
Transaction Report, has been posted to the web. It now sorts by document
date though the date is not posted on the report itself.

Anew report is now on the web, the DTRDD, Detail Transaction Report by
Document Date. This document is similar to the DTR with a few
modifications. The modifications are as follows:

You can pull information that falls between two dates you specify or
by month.

Prints the document date on the reports.

System has been removed from the report, document date took its
place butitis still available in the results section.

Sorted by document date.

If you have any questions, please Contact MRPBS FMD-BEST.
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BRI NENSBREAK 5

Thisis a periodic news letter to disseminate information to all Brio Users.

Thisissueisto let you know that there are new reports on the web. The
Reports are on the fdw.usda.gov web site.

The (PYSR) Prior Year Summary Report, this report is used for
researching Prior Budget Fiscal Years. The datais pulled in by project-
to-date.

The (CYSR), Current Year Summary Report has taken the place of the
(OSR) Obligation Summary Report. The reportisto do research into the
current Budget Fiscal year.

The (BRCDTR) BOC and Reporting Category Detail Report allows you to
pull a detail transaction report by either certain BOC's or certain
Reporting Categories. Payroll from the PACS system is not included in
this report.

The (LBDR) Lock Box Detail Report shows all transactions that come
through the Lock Boxes. This report allows you to limit By Deposit
Number and to research individual lock box transactions.

The (APDR) Accountable Property Detail Report shows all transactions
that come through the properties system. This reportis to help you do
research on items that do not show enough detail in the Detail
Transaction Report (DTR). This report only contains transactions from the
Property System (PROP).
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